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Aims 
 
This policy can be made available in large print or other accessible format if required.  

This policy will be reviewed on an annual basis.  

  

Incorporating:   

 

• Anti-Bullying Policy   

• The Packwood Way (Policy for Promoting Good Behaviour)   

• The Packwood Code (School Rules)   

• The Sanctions Policy   

• Policy for Drugs, Alcohol and Tobacco   

• Policy for Searching Pupils’ Possessions   

• Policy for Restraint  

  

There is a school Relationship and Sex Education Policy and the aims of that policy link to the aims of 

this policy in promoting respect and tolerance for others.  

  

The Designated Safeguarding Lead and with responsibility for Acorns is the Deputy Head (Pastoral Care 

and Safeguarding). This is currently Sue Rigby.  

  

The Deputy Safeguarding Leads are Hector Robertson (Head of Boarding), Davina McLoughlin (School 

Nurse) and Helen Caithness (Boarding/Admissions)  

 

The Deputy Head (Pastoral Care and Safeguarding) is responsible for Behaviour Management of Acorns 

and Jenny Wall is responsible for EYFS.  

 

If a Hate Crime was committed the local authority would be notified.  

  

Aims:  

  

• for all pupils to show respect and courtesy towards teachers and other staff and towards each 

other;  

• for parents to encourage their children to show that respect and support the school’s authority to 
discipline its pupils;  

• for the Head to help to create that culture of respect by supporting their staff’s authority to 
discipline pupils and ensuring that this happens consistently across the school;  

• for the Governors and Head to deal with allegations against teachers and other school staff 

quickly, fairly and consistently in a way that protects the pupil and at the same time supports the 

person who is the subject of the allegation;   

• that every teacher will be good at managing and improving children’s behaviour;   
• corporal punishment is not used and is not threatened as a punishment; and  

• this policy applies to EYFS.  

• Physical intervention is only allowable where it is needed to avert immediate danger of personal 

injury.  Please see Restraint Policy for further details.  

• Abuse is abuse and should never be tolerated or passed off as ‘banter’ etc.   
• All child-on-child abuse is unacceptable and will always be taken seriously.  

   

  



 

Anti-Bullying and Discrimination Policy 
  

Aims 

  

In line with the aims of Packwood Haugh School the anti-bullying policy aims to ensure the ability of all 

children at Packwood Haugh School, including those in the Early Years Foundation Stage, and all of the 

staff to enjoy a safe and happy working environment, free of child on child abuse that enables them to 

flourish and prosper.  This policy has been drawn up with due regard to the DfE Guidance July 2017 

Preventing and Tackling Bullying.  Child on child abuse is taken seriously at Packwood and it is 

understood that child on child abuse (both physical and emotional) can cause psychological 

damage.  This policy should be read alongside the Packwood Way and the Packwood Code which 

promotes good behaviour, respect for others and the exercising of self-discipline.  Where child on child 

abuse occurs Packwood aims to provide support for both the victim and the bully.  

 

There are many definitions of child on child abuse, but most consider it to be:  

 

• deliberately hurtful (including aggression) ·   

• repeated often over a period of time   

• difficult for victims to defend themselves against  

• difficulty of boarders not being able to escape bullying by going home each day  

 

Child on child abuse can take many forms, but three main types are:  

 

• physical - hitting, kicking,  

• taking or mistreating belongings   

• verbal - name calling, insulting, making offensive remarks, spreading nasty stories about 

someone, exclusion from social groups, being made the subject of malicious rumours, sending 

malicious emails and texts and malicious use of social networking sites (cyberbullying)  

• sexual violence and sexual harassment  

• sharing of nude/semi-nude images  

• initiation/hazing type violence and rituals  

 

Generally, there is at a lot of laughter at Packwood but sometimes children can say or do things which 

are unkind and hurtful.  This is not accepted at Packwood and through the Packwood Way children are 

told to always tell someone if another pupil is being unkind to them.  They are told that being unkind to 

someone else is taken very seriously at Packwood and that being unkind will result in sanctions.   

Name calling is the most common direct form. This may be because of individual characteristics, but 

pupils can be called nasty names because of their ethnic origin, nationality or colour; sexual orientation; 

or some form of disability.   

 

If any bullying outside school is reported to school staff then the incident would be investigated and 

acted on in the same manner as an incident reported to have taken place in school. The head would 

consider whether it was appropriate to notify the police or anti-social co-ordinator in the local authority 

of the actions taken against the pupil.  If the misbehaviour could be criminal or poses a serious threat 

to a member of the public the police would be informed.  

 

Where it is thought necessary the School will draw on the services provided by the local authority to help 

support the child carrying out the abuse and the victim of the abuse.  

  

Contact between teachers and parents is encouraged so as to have open discussions regarding issues 

and incidents that occur.  This enables the school and home to work together to overcome behavioural 

problems.  For more serious issues and incidents meetings with the Deputy Head will take place to 

discuss how best the school and the parents can work together to help the pupil.   

 

Prevention  

  

• A spirit of mutual co-operation and teamwork is consciously fostered within the school  

• There is a code of thoughtful pastoral care, encouraging good relationships.  

• There is a strong policy of good discipline and a high level of supervision.  

• There are regular talks in Assembly and Tutorials concerning child on child abuse.  



 

• The staff receive regular reminders. Any problems of this nature are always brought up at staff 

meetings.  

• Monitors and senior children have a specific brief to bring any indications of bullying to the 

attention of a member of staff. There is a Monitors’ meeting each week.  
• Children are always encouraged to seek help wherever necessary.  

  

Procedure  

  

Where child on child abuse or unkindness is alleged, the Head is informed as soon as possible. It is 

recognized that a bullying incident should be addressed as a child protection concern when there is 

‘reasonable cause to suspect that a child is suffering, or is likely to suffer, significant harm.’ Where this 
is the case, the school staff would report their concerns to the social services.  Where safeguarding is 

not considered to be an issue the school would speak to both parties and the action taken by the Head 

will depend upon the circumstances. Some cases prove to be little more than a misunderstanding, and 

generally clear guidance as to the standards of behaviour expected will suffice. It may also be appropriate 

to investigate more closely any underlying reason for the bully behaving as he/she did.  If necessary the 

school would seek advice from external services such as TAMHS to support the pupil who is experiencing 

the bullying or to tackle any underlying issue which has contributed to a child doing the bullying.  Possible 

further steps include:  

  

• Guidance with sanction and warning of consequences of further misconduct   

• Awareness in boarding house by all boarding staff if there is a boarding issue  

• Conduct report  

• Notifying parents – arrange a meeting   

• Suspension  

• Expulsion (if severe and persistent – the decision to be shared with the Chairman of Governors)  

  

A record of the incident will be entered on the database for all the pupils concerned. Staff and tutors will 

be informed at the next Staff Meeting so that all parties can be suitable supported. There will be a follow-

up with the victim concerned a few days later to ensure all is well, and occasionally thereafter for a 

period of weeks.  

  

Support for the victim of bullying  

  

Any child who is a victim of bullying will be supported in the first instance by the form tutor with one-to-

one meetings.  Where it is felt necessary an additional mentor can be nominated such as the school 

nurse who can meet regularly with the child over a period of time.  The school also has access to 

counsellors and therapists who can provide support if it is required at that level.  The support provided 

will be discussed and agreed with the parents of the child.  Specific support would be put in place for a 

boarder that may include things like the re-arrangement of dorm groupings  

 

Opportunities to promote anti-bullying messages through the curriculum  

  

Through our curriculum:  

 

• The contribution of all pupils is valued  

• All pupils can feel secure and are able to contribute appropriately  

• Stereotypical views are challenged and pupils learn to appreciate and view positively differences 

in others whether rising from race, culture, gender, sexuality, ability or disability  

• Pupils learn to take responsibility for their actions and behaviour both in school and in the wider 

community  

• All forms of bullying and harassment are challenged  

• Pupils are supported to develop their social and emotional skills  

  

  

Further information about specific types of bullying (child on child abuse)  

  

Bullying (child on child abuse) can be related to:  

 

• Race, religion or culture  

• Special educational needs and disabilities   



 

Children and young people with special educational needs and disabilities do not always have the 

levels of social confidence and competence and the robust friendship bonds that can protect against 

child-on-child abuse.    

 

• Appearance or health conditions  

 

Those with health or visible medical conditions, such as eczema, may be more likely than their peers 

to become targets for bullying behaviour.  Perceived physical limitations, such as size and weight, 

and other body image issues can result in child-on-child abuse.  

 

• Sexual orientation  

 

Homophobic bullying is perhaps the form of bullying least likely to be self-reported, since disclosure 

carries risks not associated with other forms of bullying.  The pupil may not want to report bullying 

if it means “coming out” to teachers and parents.  
 

• Sexist or sexual bullying  

 

Sexist and sexual bullying affects both genders.  Boys may be victims as well as girls, and both sexes 

may be victims of their own sex.  Sexual bullying may be characterised by name calling, comments 

and overt “looks” about appearance, attractiveness and emerging puberty.  Pupils identifying as 

transgender or experiencing gender dysphoria (feeling that they belong to another gender or do not 

conform with the gender role prescribed to them) can also be targeted by bullies.  

 

• Cyberbullying  

 

Cyberbullying is a “method” of bullying, rather than a “type” of bullying.  It includes bullying via text 

message; via instant messenger services and social network sites’ via email’ and via images or videos 
posted on the internet or spread via mobile phone.  It can take the form of any of the previously 

discussed types of bullying – i.e. technology can be used to bully for reasons of race, religion, 

sexuality, disability etc.  

  

Bullying (Child on Child Abuse) around Race, Religion and Culture  

  

Racism and child on child abuse should have no place in our school.  Every child deserves respect and a 

safe learning environment whatever their racial or religious background and every child needs to learn 

that modern British society values diversity and mutual respect.  

  

What is racist bullying?  

  

“The term racist bullying refers to a range of hurtful behaviour, both physical and psychological, that 

makes a person feel unwelcome, marginalised, excluded, powerless or worthless because of their colour, 

ethnicity, culture, faith community, national origin or national status.”  
  

Preventing racist bullying  

  

Incorporate the recommended six themes into our everyday teaching and work in the forms and through 

the Packwood Way.  

  

• Shared humanity: similarity, sameness and universality  

• Difference and diversity: contrasting stories and interpretations  

• Interdependence: borrowing, mingling and mutual influence  

• Excellence everywhere  

• Identity and belonging  

• Race, ethnicity and justice  

  

Responding to incidents of racist bullying  

  

In providing support the school should accept the pupil’s account of the incident and confirm that it was 
right for the pupil to approach and inform school staff.  It should be stressed that the pupil was not 

himself the cause of the bullying.  The pupils should be involved in solving the situation – would he like 

other pupils to help solve the situation and would he like his parents to be informed and involved.  



 

  

The ‘bully’ needs to be sanctioned but also helped to understand the hurtfulness of racist bullying.  Those 

responsible need to be clear that what they have done is wrong and they need to be helped to understand 

their own behaviour and to change it  

 

Homophobic Bullying (Child on Child Abuse)  

 

What is homophobic bullying?  

  

Homophobic bullying occurs when bullying is motivated by a prejudice against lesbian, gay, transgender 

or bisexual people.  

  

Who experiences homophobic bullying?  

  

• Young people who are lesbian, gay, transgender or bisexual  

• Young people who are thought to be lesbian, gay, transgender or bisexual  

• Young people who are different in some way – they may not act like the other boys or girls  

• Young people who have LBTQ+ friends, or family, or their parents/carers are LGBTQ+  

• Teachers, who may or may not be lesbian, gay, transgender or bisexual  

  

Who does the bullying?  

  

• Anyone.  Especially if they have been told it is wrong  

• People who might be LGBTQ+ themselves and are angry about that  

• People who think LGBTQ+ people shouldn’t have the same rights as heterosexual people and use 
this as justification for bullying  

  

Why should schools do anything about it?  

  

• Schools have a legal duty to ensure homophobic bullying is dealt with in schools.  

• Homophobic bullying can have a negative impact on young people  

  

How to recognise homophobic bullying  

  

• Homophobic bullying can be hard to identify because it may be going on in secret.  Sometimes 

pupils may not want to tell anyone about it in case teachers/staff or other adults assume they 

are gay.  The fact that young people are particularly reluctant to tell is a distinctive aspect of 

homophobic bullying.  

• Generally, homophobic bullying looks like other sorts of bullying, but it can include:  

• Verbal abuse – including spreading rumours that someone is gay, suggesting that someone is 

inferior and so they are “gay”  
• Physical abuse – including hitting, punching, kicking and threatening behaviour  

• Cyberbullying – using online spaces to spread rumours about someone or exclude them.  Can 

also include text messaging, including video and picture messaging  

  

Can it happen at Primary School Level?  

  

• Yes, Pupils may not know what the words mean, but can use homophobic language against others 

as a form of bullying. Or, they may bully a pupil who has LGBTQ+ parents/carers or family 

members   

  

How to respond to homophobic bullying  

  

• School staff interact with pupils daily and are more likely to see, and be told about, incidents of 

homophobic bullying.  It is important that staff responses are, in line with Ofsted guidelines, 

‘swift, proportionate, discreet, influential and effective’.  Staff should respond effectively to 

incidents of homophobic bullying and instil confidence in pupils and parents/carers that issues will 

be dealt with.  

  

Responding to homophobic language  

  



 

Casual homophobic language is common in schools but, if it is not challenged, pupils may think that 

homophobic bullying is acceptable.  It is therefore important to challenge homophobic language when it 

occurs:  

 

• Ensure that pupils know that homophobic language will not be tolerated in school.    

• When an incident occurs, pupils should be informed that homophobic language is offensive, and 

will not be tolerated  

• If a pupil continues to make homophobic remarks, explain in detail the effects that homophobic 

bullying has on people and discuss the matter with the Head.  

  

Understanding Cyberbullying  

  

1. Cyberbullying can be defined as the use of Information and Communications Technology, 

particularly mobile phones, the internet and social networking sites deliberately to upset someone 

else.  It can be an extension of face-to-face bullying, with technology providing the bully with 

another route to harass their target.  However, it differs in several significant ways from other 

kinds of bullying: the invasion of home and personal space; the difficulty in controlling 

electronically circulated messages; the size of the audience; perceived anonymity; and even the 

profile of the person doing the bullying and their target.  

 

2. It also affects members of school staff and other adults; there are examples of staff being 

ridiculed, threatened and otherwise abused online by pupils.  

 

3. Cyberbullying should be taken very seriously.  The Education and Inspections Act 2006 includes 

legal powers that relate more directly to cyberbullying; it outlines the power of head teachers to 

regulate the conduct of pupils when they are off-site and provides a defence in relation to the 

confiscation of mobile phones and other items.  

 

4. Although cyberbullying is not a specific criminal offence, there are criminal laws that can apply in 

terms of harassment and threatening and menacing communications.  Schools should contact the 

police if they feel that the law has been broken.  

 

5. Some cyberbullying is clearly deliberate and aggressive, but it is important to recognise that some 

incidents of cyberbullying are known to be unintentional and the result of simply not thinking 

about the consequences.  What may be sent as a joke, may not be received as one, and indeed 

the distance that technology allows in communication means the sender may not see the impact 

of the message on the receiver.  There is also less opportunity for either party to resolve any 

misunderstanding or to feel empathy.  It is important that pupils are made aware of the effects 

of their actions.  

 

6. The following link to the Shropshire County Council website has some useful information regarding 

cyberbullying and internet safety: Cyber Bullying — Shropshire Safeguarding Community 

Partnership  

 

7. The School (pupils, staff and parents) undergo internet safety training with Childnet International 

every two years.   

 

Preventing Cyberbullying  

  

1. Ensure that all staff are made aware of cyberbullying.  

2. Raise awareness of cyberbullying and the unacceptability of it through discussion in form 

time.  Discuss what a pupil should do if they feel they are a victim of cyberbullying.  

3. Ensure that pupils are aware of the procedures and sanctions for dealing with cyberbullying – 

through form time.  

4. Ensure annual review of the policy regarding use of school IT networks and mobile phones.  

5. Record and monitor incidents of cyberbullying in the same way as all other forms of bullying.  

https://www.shropshiresafeguardingcommunitypartnership.co.uk/partnership-priority-areas/child-safeguarding-practice/child-exploitation/online-exploitation/cyber-bullying/
https://www.shropshiresafeguardingcommunitypartnership.co.uk/partnership-priority-areas/child-safeguarding-practice/child-exploitation/online-exploitation/cyber-bullying/


 

6. Discuss the responsible use of technologies and e-safety.  As part of the IT programme the 

children are advised about internet safety, following the CEOP guidelines.  

7. Stay up to date regarding new technologies and services that become popular.  

  

  

Responding to Cyberbullying  

  

1. Cyberbullying is a form of bullying and should be dealt with as any other form of bullying, following 

the same use of sanctions.   Consideration should be given to the victim of cyberbullying, taking 

into account the different nature of cyberbullying.  The invasiveness of cyberbullying and the size 

of the audience should be taken into account when dealing with the victim and the perpetrator.  

 

2. The person being bullied will usually have examples of texts or emails received and should be 

encouraged to keep these to aid in any investigation.  If necessary, there are additional reporting 

routes available, through mobile phone companies, internet service providers and social 

networking sites.  Detailed information on retaining evidence, containing incidents, and contacting 

the relevant organisations can be found in DCSF Safe to Learn: Embedding anti-bullying work in 

school’s document.  

 

3. Advise those experiencing cyberbullying on steps they can take to avoid recurrence – for example, 

advise those targeted not to retaliate or reply; provide advice on ‘blocking’ or removing people 
from ‘buddy lists’; and ask them to think carefully about what private information they may have 

in the public domain.  

 

4. Take steps to identify the person responsible for the bullying.  Steps can include looking at the 

school system and computer logs; identifying and interviewing possible witnesses; and, with 

police involvement, obtaining user information from the service provider.  

 

5. Once the person responsible for the cyberbullying has been identified, it is important that, as in 

other cases of bullying, sanctions are applied, as laid out in the Anti-Bullying policy.  Steps should 

be taken to change the attitude and behaviour of the bully, as well as ensuring access to any help 

that they may need.  It is important to refer to the Acceptable Use Policy for the internet and 

apply sanctions where applicable and practical.    

  

  



 

Anti-Bullying Information Sheet for Pupils  

  

Is it bullying?  

  

It is if you feel hurt because individuals or groups are:  

  

• Calling you names  

• Threatening you  

• Pressuring you to give someone money or possessions  

• Hitting you  

• Damaging your possessions  

• Spreading rumours about you or your family  

• Using text, email or web space to write or say hurtful things (cyberbullying)  

  

Packwood Haugh does not tolerate bullying.  This is what we do about bullying:  

  

• Make sure that the person being bullied is safe  

• Work to stop the bullying happening again  

• Provide support to the person being bullied  

  

What should you do?  

  

Talk to someone you trust and get them to help you take the right steps to stop the bullying.  

  

If you feel you are being bullied:  

  

• Try to stay calm and look as confident as you can  

• Be firm and clear – look them in the eye and tell them to stop  

• Get away from the situation as quickly as possible  

• Tell an adult what has happened straight away or, if you do not feel comfortable telling an adult, 

tell another pupil.  

  

If you have been bullied:  

  

• Tell a teacher or another adult in your school   

• Tell your family  

• If you are scared to tell a teacher or an adult on your own, ask a friend to go with you  

• Keep on speaking until someone listens and does something to stop the bullying  

• Don’t blame yourself for what has happened  

  

When you are talking to an adult about bullying be clear about:  

 

• What has happened to you  

• How often it has happened  

• Who was involved  

• Who saw what was happening   

• Where it happened  

• What you have done about it already  

  

Remember there is always the school’s independent advisor, Mrs Gallimore: 01939 260942  

  

Teasing or Bullying   

  

Every child has a right to be happy at school.  Make sure that you do not cause unhappiness by things 

you say or things you do.  You may think it is all in fun, but it may turn out to be more harmful than you 

think.  

  

If teasing is unkind and hurtful, or the bullying is really causing you distress or causing another child 

distress, do not hesitate to turn to someone for help:  

  

1. You have a Form Tutor who will help, or you may have a member of staff whom you specially 

trust and like;  



 

2. Boarders have the house parents, matrons and boarding staff;  

3. There may be a senior boy or girl or monitor whom you feel you could approach for advice;  

4. You have a boarding tutor with special responsibility for your dormitory;  

5. You can always come to Mrs Rigby.  Do not feel that the matter must be very serious for you to 

take this step.  

 

Remember, telling someone about bullying, teasing, etc. is not sneaking.  If you are upset, or if you see 

another child who is upset, turn to someone for help straight away.  We all want Packwood to be a happy 

school, and by telling you are helping everybody, including the bully.  

  

Independent Advisor  

  

If you feel the matter is too sensitive or too private to talk about to your parents or to a friend, and if 

you feel you cannot come to me, or any other member of staff, there is an independent person whom 

you can telephone.  

 

MRS GALLIMORE: 01939 260 942  

  

She will be able to talk to you about the problem and will be able to give you some helpful advice.  

  

How to use the internet and mobile phones safely  

  

When it comes to technology, you probably know more than your parents.  It’s quite easy to be able to 
surf the internet, use Facebook, listen to music and text your friends on your mobile all at the same 

time, but you need to know how to be SMART when you are doing all these things.  

 

SAFE Keep safe by being careful not to give out personal 

information, such as your name, email, telephone 

number, address or school name 

MEETING Meeting someone you have only been in touch 

with online can be dangerous. Only do so with 

your parents’ or carers’ permissions and even then 
only when they can be present  

ACCEPTING Accepting emails, instant messaging or opening 

files, pictures or texts from people you do not 

know can lead to problems.  

RELIABLE Someone online may be lying about who they are 

and information you find on the internet / AI 

agents may not be reliable 

TELL Tell your parent, teacher or a trusted adult if 

someone or something makes you feel 

uncomfortable or worries. You can report online 

abuse to the police – www.thinkuknow.co.uk  

 

  

• Being smart and staying in control is about knowing that some people use the internet to be nasty 

to others.  

  

• Some people who you meet online may not be who they say are.  It’s easy for people to lie when 
they’re chatting online.  

  

  

How to stay safe online 

  

• Be careful what information you give out.  

• Try and use a nickname rather than your real name when you are chatting online  

• Do not give out any personal information about yourself:  your full name, address or school.  

• If anyone asks for this information tell a trusted adult straight away.  

• Don’t arrange to meet up with someone who you have met online.  If anyone asks to meet up 

with you, tell a trusted adult.    

  

http://www.thinkuknow.co.uk/


 

• Sometimes things happen which can make you upset.  People may say nasty things to you or you 

may see something that you don’t like.  If this happens, you must remember that it is not your 

fault.  Always tell a trusted adult straight away if you are upset or worried about something that 

has happened online.  

• Only upload pictures that you’d be happy for your mum to see.  
• Blogs: Don’t give too much away in a blog – details of parties.  Real friends can phone you to get 

details.  

  

Anti-Cyberbullying Code  

  

Being sent an abusive or threatening text message or seeing nasty comments about yourself on a website 

can be really upsetting.  This code gives you seven important tips to protect yourself and your friends 

from getting caught up in cyberbullying and advice on how to report it when it does happen.  

  

• Always respect others  

Remember that when you send a message to someone you cannot see the impact that your words 

or images may have on the other person.  That is why it is important to always show respect to 

people and be careful what you say online or what images you send.  What you think is a joke 

may really hurt someone else.  Always ask permission before you take a photo of someone.  

  

If you receive a rude or nasty message or picture about someone else, do not forward it.  You could 

be assisting a bully and even be accused of cyberbullying yourself.  You could also be breaking the 

law.  

  

• Think before you send  

It is important to think before you send any images or text about yourself or someone else by 

email or mobile phone, or before you post information on a website.  Remember that what you 

send can be made public very quickly and could stay online forever.  Do you really want your 

teacher or future employer to see that photo?  

  

• Treat your password like your toothbrush  

Don’t let anyone know your passwords.  It is a good idea to change them on a regular 

basis.  Choosing hard-to-guess passwords with symbols or numbers will help stop people hacking 

into your account and pretending to be you.  Remember to only give your mobile number or 

personal website address to trusted friends.  

  

• Block the Bully  

Most responsible websites and services allow you to block or report someone who is behaving 

badly.  Make use of these features, they are there for a reason!  

  

• Don’t retaliate or reply!  
Replying to bullying messages, particularly in anger, is just what the bully wants.  

  

• Save the evidence  

Learn how to keep records of offending messages, pictures or online conversations,  these will 

help you demonstrate to others what is happening, and can be used by your school, internet 

service provider, mobile phone company, or even the police, to investigate the cyberbullying.  

  

• Make sure you tell  

You have a right not to be harassed and bullied online.  

There are people that can help:  

 

o Tell an adult you trust, who can help you to report it to the right place or call a helpline 

like ChildLine on 0800 1111 in confidence.  

o Tell the provider of the service you have been bullied on (e.g. your mobile phone operator 

or social network provider).  Check their websites to see where to report.  

o Tell your school.  Your form tutor/landing tutor or adult that you trust can support you and 

can discipline the person bullying you.  

  

Finally, don’t just stand there – if you see cyberbullying going on, support the victim and report the 

bullying.  How would you feel if no-one stood up for you?  

  



 

The Packwood Way – policy for the promotion of good behaviour  
 
This document, as found in the Staff Handbook and the New Teachers Information Booklet outlines how 

the staff are encouraged to promote good behaviour amongst the children.  

  

The Packwood Way  

  

o Treat others as you would be treated  

o Forgive  

o Share  

o Be respectful   

o Be honest and live with integrity  

o Be kind and helpful  

o Be a responsible member of the community  

o Do your best to be your best  

  

The premise behind these principles is that children can choose how to react to the situations that they 

face. They should choose to react in a way that is in accordance with ‘The Packwood Way’ and not by 
showing ‘anger, victim mentality, martyrdom, sulking, obstructive, superior, bullying or revenge’. They 
should be encouraged to exercise self-discipline. ‘You can’t be held responsible for your feelings, but you 
can be held accountable for your behaviour.’ You should do the right thing ‘as a matter of principle’.  
  

In order that The Packwood Way becomes a habit of behaviour, it needs to be at the forefront of 

everybody’s minds. So, as a staff, we need to:  
  

Say it   

 

• Assemblies  

The Head of Packwood and Head of TPR will co-ordinate assemblies on the Packwood Values and 

Big Tree Attributes. The Packwood Way will be incorporated into these.    

 

• PSHE lessons and Tutor Time (Form Time in particular)  

Form Tutors may focus upon the principle of that week/fortnight, or a particular principle that is 

topical for some reason, as the theme for Tutor Time.  

   

• Other gatherings (e.g. Sixes Meetings, Boarders/Day Pupil meetings)  

Again, the opportunity may arise to make a salient point by reference to The Packwood Way.  

 

Publish it  

  

• Posters are placed around the school listing the school values of Tenacity, Respect and Humility 

and the Big Tree Attributes.   

• The Packwood Way is incorporated into the booklets ‘The Packwood Code’ and ‘Information for 
New Children’  

• It is also incorporated in ‘Information for New Parents’.  
  

Model it  

  

• We, as a staff body, should strive to conduct ourselves according to the eight principles at all 

times, so that we are setting an appropriate example.  

  

Inspire it  

  

• Through the lecture programme and on other occasions we invite to Packwood individuals who 

have achieved great things in their lives and who are inspirational examples of living according 

to the principles of The Packwood Way.  

  

In Assemblies, we talk about notable individuals who may inspire the children to follow their example.  

 

Give praise to it   



 

Staff should praise children for behaving according to The Packwood Way and use the actual word e.g. 

“you are a helpful boy/girl”, “you’re good at sharing, aren’t you?”  It is important that we all spend all 

day long catching children doing things right and praising them for it. Children should get attention and 

reward for conducting themselves in The Packwood Way.  

 

Rewards and Sanctions  

 

Greens are given when someone is particularly helpful, kind or respectful. Each Green earns 5 points 

for a Six. Greens will accumulate throughout a child’s time at the school.   
  

Greens are recorded through iSams through the reward wizard.  The reason for the Green is recorded, 

the subject (where appropriate) and the teacher giving the green.  

  

Wellbeing Manager: create a quick concern  

 

This is a way of staff recording children’s behaviour that is concerning.  The iSAMS Wellbeing Manager 

quick concern button is a way of staff recording any pastoral concern and that is then seen by the DSL’s 
and actions decided.  

  

Behaviour spreadsheet  

Minor concerns and behaviour issues can be recorded on the behaviour spreadsheets which can be found 

on the intranet.  More serious issues are recorded by Deputy Head (Pastoral Care and Safeguarding).  

 

Policy for Sanctions  

Discipline should be seen as an upholding of the school’s standards and expectations of behaviour 
amongst the children, as laid out in the Packwood Code.  This applies when the children are on the 

school premises and away from the school premises.  

  

This policy can be made available in large print or other accessible format if required.  

This policy will be reviewed on an annual basis.  

 

Yellows  

  

When Yellows are given:   
   
Yellows are issued for relatively minor offences (not unlike the yellow card of football referees). A Yellow 

acts as a warning about poor behaviour and records where a pupil has repeatedly got something wrong 

(for example, repeatedly failing to bring the right equipment or running through the corridor). The Yellow 

is recorded on the school network and the Form Tutor and Deputy Heads are automatically informed.  

 

It should be stressed that a Yellow is an option for recording a relatively minor or repeated lesser offence. 

It is often more appropriate for a member of staff to deal with the offending pupil verbally there and 

then e.g. pick up litter, tidy changing room, go to the back of the queue.  

  

Consequences of a Yellow:  

 

Staff should issue a timely, proportionate sanction themselves. Pupils should immediately carry out a 

task that encourages them to reflect on their behaviour (such as to stay in during break and write a 

letter of apology). The member of staff can liaise with the Form Tutor, duty staff or Deputy Head to help 

administer this when needed.  

 

For matters relating to disrespect, rudeness or disruption to other pupils, the Deputy Head (Pastoral Care 

and Safeguarding) might decide to issue a break-time detention. These are held weekly on Tuesday, 

Thursday and Saturday mornings by the Deputy Heads.  

 

Reds  

  

When Reds are given:  

   
Reds are issued for more serious bad behaviour and repeated breaches of the Packwood Way, such as:   

 



 

• deliberate unkindness  

• rudeness, repeated disobedience or disrespect, including to people, property and possessions  

• aggressive and / or physical behaviour  

 

A red can only be given after discussion with the Deputy Head (Pastoral Care and Safeguarding), 

following discussion with the parties involved in order to ensure that a full picture of the situation is 

established. In the meantime, staff emphasize how serious the matter is being taken with the pupil and 

that the incident will be reviewed by Deputy Head (Pastoral Care and Safeguarding) as soon as possible.  

  

For particularly serious breaches of conduct, including violence or significant physicality towards other 

pupils, the Head may follow the school’s exclusion policy.  
  

Consequences of a Red:  

 

When a Senior pupil is given a Red they report to the Deputy Head (Pastoral Care and Safeguarding). 

They will then, as a sanction, must miss three break times. They will spend the time in one of the Deputy 

Head’s office working, for example doing reflective writing on their poor behaviour.  When a Junior pupil 

is given a Red an appropriate sanction is given by the Deputy Head such as accompanying a duty member 

of staff at break time.  They will be asked to reflect on their action and the consequence of their action 

with their form teacher.  Their parents will also be directly informed.  

  

The total number of Reds and Yellows are noted on a pupil’s end of term report.  
  

The Leadership Team review the record of Yellows and Reds each week, noting wider lessons learnt. This 

may involve Deputy Heads following up behavioural themes in assemblies, staff and/ or pupil training, 

or specific guidance given to tutors in form time.   

  

 Removal of Privileges  

  

Another form of sanction is to withdraw privileges: e.g. off tuck, off TV, early bed.  In these cases the 

Deputy Head (Pastoral Care and Safeguarding) should be consulted.  For more serious offences a pupil 

may have to spend free time in their form room.  

  

Report Book  

  

Poor work or behaviour may result in a child being put on a work/conduct report. This booklet will be 

completed with a brief comment by each member of staff after each lesson and by a member of the 

duty staff at the end of the day. The child reports to the Deputy Head (Pastoral Care or Safeguarding) 

or Deputy Head (Academic Life) as arranged. Alternatively, a teacher may simply ask the child to do 

work again in his / her own time.  

  

If a member of staff is concerned about a child’s pattern of behaviour, this should be discussed with 
the Deputy Head (Pastoral Care and Safeguarding).  

  

Major Punishments  

  

There is no corporal punishment or threat of corporal punishment, and this applies to EYFS as well.   

  

No excessive or idiosyncratic punishments are to be used, including punishment intended to cause 

pain, anxiety or humiliation, deprivation of access to food or drink, enforced eating or drinking, 

prevention of contact by telephone or letter with parents or any appropriate independent listener or 

helpline, requirement to wear distinctive clothing as a punishment (or night-clothes by day as a 

punishment), use or withholding of medical or dental treatment, deprivation of sleep, or locking in a 

room or area of a building.    

  

The Head is informed of any major sanction, and this is recorded, including the reason for the sanction 

and the name of the person administering the sanction.  All major punishments are recorded on the 

major punishment’s list. Sanctions recorded here include those for particularly serious offences as 

outlined in the Packwood Code, any serious offence not included in the Packwood Code, any offence 

considered serious enough to be quoted in future reports or references and any offence which would 

constitute criminal behaviour in the case of an adult.  

  



 

Suspension   

  

In very serious matters, parents will be contacted and a pupil may be suspended from school for a period 

of time.  The parents will be asked to take the pupil home for a fixed period of time.    

  

Requirement to Leave  

  

For a serious breach of school discipline falling short of one for which expulsion is necessary, but such 

that the pupil cannot expect to remain a member of Packwood school, the pupil may be required to leave 

permanently.  Subject to payment of all outstanding fees (the deposit being returned or credited to the 

account) the pupil will be given reasonable assistance in making a fresh start at another school.  A 

boarder may be required to leave boarding without necessarily being required to leave the School.  

  

Expulsion  

  

A pupil is liable to expulsion for a grave breach of school discipline, for example a serious criminal offence 

or some wilful act calculated to cause serious damage to the School, its community or any of its 

members.  Formal expulsion implies that reference to the facts and circumstances will be made in 

response to every request for a reference.    

 

The Head is required to act fairly.  He will make a decision on a case-by-case basis, will expel a pupil 

from the School only as a last resort and will not expel a pupil other than in grave circumstances.  Please 

see separate policy on Suspension, Expulsion, Removal and Review.  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

Appendices   
  

Appendix 1 – Sanctions as outlined in the Policy for Anti-Bullying.   

Appendix 2 – Sanctions as outlined in the Policy regarding alcohol, tobacco, drugs and other items.  

Appendix 3 – Arrangements for searching pupils and their possessions.  

  

  

Appendix 1  
  

Sanctions for Bullying (Child on Child abuse) as laid out in the Anti-Bullying Policy  

  

Where child on child abuse or unkindness is alleged, the Head is informed as soon as possible. It is 

recognized that a child on child abuse incident should be addressed as a child protection concern when 

there is ‘reasonable cause to suspect that a child is suffering, or is likely to suffer, significant harm.’ 
Where this is the case, the school staff would report their concerns to the Designated Safeguarding 

Lead.  Where safeguarding is not considered to be an issue the school would speak to both parties and 

the action taken by the Head will depend upon the circumstances. Some cases prove to be little more 

than a misunderstanding, and generally clear guidance as to the standards of behaviour expected will 

suffice. It may also be appropriate to investigate more closely any underlying reason for the bully 

behaving as he/she did.  If necessary the school would seek advice from external services such as the 

Early Help Team to support the pupil who is experiencing the bullying or to tackle any underlying issue 

which has contributed to a child doing the bullying.  Possible further steps include:  

 

• Guidance with sanction and warning of consequences of further misconduct   

• Conduct report  

• Notifying parents – arrange a meeting   

• Suspension  

• Expulsion (if severe and persistent – the decision to be shared with the Chairman of Governors)  

  

  

  



 

Appendix 2  
  

Policy regarding alcohol, tobacco, drugs and other items  

  

This policy is inspired by our commitment as a School to the welfare of all of our students.  The School 

is committed to the health and safety of its members and will take action to safeguard their wellbeing.  

  

Substances covered by this policy   

  

The school applies the definition used by the United Nations, defining a drug as a substance people take 

to change the way they feel, think or behave.     

  

This policy incorporates:   

 

Solvents and volatile substances   

Over the counter and prescription medications   

Alcohol   

Tobacco   

Other legal drugs e.g. alkyl nitrates   

Illegal drugs (controlled under the Misuse of Drugs Act 1971)  

Any e-cigarette, electronic nicotine delivery system, personal vaporiser or e-liquid designed for use in 

such devices  

Any pornographic material or computer device for that purpose  

Any dangerous weapon or other item that might endanger your own safety or that of others   

But this list is not exhaustive.   

  

This policy applies on school premises at all times and also applies to any members of the school 

community during school hours, whilst students are in residence in the Boarding Houses, on visits and 

trips, at school events or other occasions related to the school, and on any occasions when the pupils 

are the responsibility of the staff. The school will search for any of the items named above if they have 

reason to believe they have been brought back into the school.  

  

Drugs 

Illegal Substances   

  

Forbidden activity   

Students must not engage in any drug related activity whilst under the jurisdiction of the school. This 

will obviously include involvement in the purchase, possession, supply, intent to supply, being concerned 

in supply, or consumption of the substances covered by this policy.   

There is a ‘no illegal substances’ policy at Packwood.  
 

A period of fixed term exclusion from school would normally be the penalty for involvement in purchase, 

possession, or consumption of illegal drugs or substance of abuse while under school jurisdiction. 

Permanent exclusion could be sanctioned for purchase, possession or consumption, depending on the 

circumstances.  

 

In all cases the matter will be referred immediately to the Head, parents will be contacted and pupils are 

likely to be suspended, and this may be a permanent expulsion. Police may be informed of the matter.   

  

Alcohol 

Packwood does not allow alcohol to be in the pupils’ possession or to be drunk on the premises. Drinking 
or being in possession of any alcohol in the school is therefore against school rules.   

In the event of any pupil found to be in breach of the no alcohol rule the following action will be taken:-  

  

First Offence   

Suspension for a period of time to be determined by the Head, depending upon the circumstances.  

  

Repeated Offences  

Expulsion.  

  

Smoking tobacco (including vaping)  



 

  

Packwood has a non-smoking policy and the site is entirely a non-smoking area. Smoking is therefore 

against the school rules.   

  

In the event of any pupil found to be in breach of the above rule the following action will be taken:-   

  

First Offence  

Suspension for a period of time to be determined by the Head, depending upon the circumstances.  

  

Repeated Offences  

Expulsion.  

  

  



 

Appendix 3 
  
Arrangements for Searching Pupils and their PossesSions  

  

This policy can be made available in large print or other accessible format if required.  

This policy will be reviewed on an annual basis.  

 

This policy has been written with due regard to the DfE advice on Screening, Searching and Confiscation 

July 2022.  

 

Packwood is committed to safeguarding the welfare of all children and we seek to cultivate an 

environment of mutual respect and treat pupils and staff fairly and sensitively.  In the unusual event of 

a pupil or a pupil’s dorm, desk, bag or repository for possessions being searched, the school and its staff 

will take all reasonable steps to maintain the usual high standard of safeguarding.  Professional 

judgement is to be used in all cases:  if in any doubt, advice should be sought from a senior member of 

staff, unless the urgency or another overriding aspect of a situation makes such referral 

impractical.  Packwood should consider the obligations under the European Convention on Human 

Rights.  Under Article 8, pupils have a right to respect for their private life.  In the context of these rights 

and obligations, this means that pupils have the right to expect a reasonable level of personal privacy.    

There are two fundamental principles:  

 

1.  Act with due care, consideration and sensitivity and remain mindful of the need to respect 

privacy; particular thought should be given to boarders for whom, during term time, Packwood is 

their ‘home’.  
2. Remember that the need to protect persons/property from injury/ damage and loss is paramount 

and that this duty of care can in certain circumstances override all other protocols.  

 

Searching 

  

  

Any member of the Packwood staff (teacher or person who has lawful control or charge of the child) can 

search pupils with their consent for any item. The pupil should understand the reason for the search 

and how it will be conducted so that their agreement is informed.        

 

The age of the child or other factors may govern whether it is appropriate to ask for consent.  

 

• Packwood does not require formal written consent from the pupil for the search of a pupil’s bag 
or desk for instance or if the teacher asks the pupil to turn out his or her pockets as long as the 

pupil agrees to this.  

• Packwood makes it clear in the Information for Parents, the Help for New Children booklet and 

the Packwood Code the items that are not allowed in school.  

• If a teacher suspects that a pupil has a banned item in his/her possession they can instruct the 

pupil to turn out his or her pockets or bag and if the pupil refuses the teacher can apply an 

appropriate punishment as set out in the Sanctions Policy section of this document.  

 

The Head and any member of staff that they have authorised are able to search a pupil of their 

possessions where they have reasonable grounds to suspect that the pupil may have a prohibited item, 

listed below, or any item listed in the school rules as an item which may be searched for.  

 

The list of prohibited items is:  

• Knives or weapons,;  

• Alcohol;  

• Stolen items;  

• Tobacco and cigarette papers;  

• Fireworks;  

• Pornographic images  

• Any article that the member of staff reasonably suspects has been, or is likely to be, used to 

commit an offence, or to cause personal injury to, or damage to property of any person (including 

the pupil);  

• Any item banned by the school rules which has been identified in the rules as an item which may 

be searched for.  



 

To carry out a search without consent:  

 

• The Head should decide who is authorised to carry out a search.    

• The Head should oversee the school’s practice of searching to ensure a culture of safe, 
proportionate and appropriate searching is maintained, which safeguards the welfare of all pupils 

and staff with support from the DSL.  

• The DSL (or deputy) should be informed of any searching incidents where there were reasonable 

grounds to suspect a pupil was in possession of a prohibited item.  The DSL should be informed 

without delay if the search has revealed a safeguarding risk.  

• If the DSL (or deputy) finds evidence that any child is at risk of harm, they should make a referral 

to children’s social care services immediately.    
 

Before the Search  

  

• The authorised member of staff should make an assessment of how urgent the need for a search 

is and should consider the risk to other pupils and staff.  

• Before the search takes place the member of staff conducting the search should explain to the 

pupil why they are being searched, how and where the search is going to take place and give 

them the opportunity to ask any questions.  

• Pupils should always be given the opportunity to co-operate with a search.  If they will not reasons 

as to why should be considered such as:  

• Are they in possession of a prohibited item;  

• Do not understand the instruction;  

• Are unaware of what a search may involve;  

• Have had a previous distressing experience of being searched.  

• Pupils who continue to refuse to co-operate may be sanctioned in line with the Behaviour policy.  

• Advice from the Head/DSL (or deputy) should be sought.  During this time the pupil should be 

supervised and kept away from other pupils.  

• If it is still considered necessary to search a designated member of staff can use such force as is 

reasonable to search for any prohibited items as listed above but not to search for items which 

are only identified in the school rules. It should be considered by the member of staff whether 

conducting the search will prevent the pupil harming themselves or others, damaging property or 

from causing disorder.  

  

During a Search  

  

• An appropriate location for the search should be found.  Where possible this should be away from 

other pupils.  The search must only take place on the school premises or where the member of 

staff has lawful control or charge of the pupils, for example on a school trip.  

• The member of staff must be the same sex as the pupil being searched; and there must be a 

witness (also a staff member) and, if at all possible, they should be the same sex as the pupil 

being searched.  

• The exception to this rule is that a search may be carried out by a teacher of the opposite sex to 

the pupil and/or without a witness present if you reasonably believe that there is a risk that 

serious harm will be caused to a person if you do not conduct the search immediately and where 

it is not reasonably practicable to summon another member of staff who is the same sex as 

the pupil in the time available or it is not reasonably practicable for the search to be carried out 

in the presence of another member of staff.  

•  Please bear in mind that if conducting the search of a pupil of the opposite sex or in the absence 

of a witness the pupil’s privacy should be recognized.  
• When a member of staff conducts a search without a witness they should immediately report this 

to another member of staff and ensure a record of the search is kept.  

 

The extent of the search  

  

• A member of staff may search a pupil’s outer clothing, pockets, possessions, desks or lockers.  
• The person conducting the search may not require the pupil to remove any clothing other than 

outer clothing (any garment that is not worn next to the skin or immediately over a garment that 

is being worn as underwear but ‘outer clothing’ does include hats, shoes, boots, gloves and 

scarves);  

• Possessions means any goods over which the pupil has or appears to have control – this includes 

desks, lockers and bags;  



 

• A pupil’s possessions can only be searched in the presence of the pupil and another member of 
staff, except where there is a risk that serious harm will be caused to a person if the search is 

not conducted immediately and where it is not reasonably practicable to summon another 

member of staff;  

• Without consent a pupil’s possessions may only be searched for named prohibited items or any 
items identified in the school rules for which a search can be made.  

• The member of staff may use a metal detector to assist with the search.  

• The member of staff is not able to conduct a strip search.  

  

Strip Searching  

• A strip search is the removal of more than outer clothing.  Strip searches on school premises can 

only be carried out by police officers.  The school retains a duty of care to the pupil involved and 

should advocate for pupil wellbeing at all times.  

• Before calling the police into school for a strip search an assessment should be carried out as to 

the affect of the potential strip search on the pupil’s mental and physical wellbeing and the risk 
of not recovering the suspected item.  Is the introduction of the potential for a strip search by the 

police absolutely necessary and have all other less invasive approaches been exhausted.    

• Unless there is an immediate risk of harm and where reasonably possible, staff should inform a 

parent of the pupils concerned, even if the parent is not acting as the appropriate adult.  Parents 

should always be informed by a member of staff once a strip search has taken place.   

• A record should be kept of any strip search that takes places on the school premises and monitor 

them for any trends that emerge.  

 

The process the police must follow during a strip search  

Reference to the Advice on Searching, Screening and Confiscation for Schools July 2022 should be made.  

  

• Except in cases of urgency there should be at least two people present other than pupil, one of 

which must be the appropriate adult.  That could be the parent, and the school should facilitate 

this where possible.   The police officers carrying out the search should be of the same sex as the 

pupil being searched.  A pupil may request an appropriate adult of a different sex but otherwise 

no-one of a different sex to the pupil should be present .  

• The location should not be one that allows the pupil to be seen by anyone else.  

• Except in urgent cases a search may only take place without the presence of an appropriate adult 

where, in the presence of an appropriate adult, the pupil has stated that they do not want an 

appropriate adult present and that adult agrees.  A record should be made of the pupil’s decision 
and signed by the appropriate adult.  

• A strip search should only take place if it is considered that it is necessary to remove an item 

related to a criminal offence and the officer reasonably considers the pupil might have concealed 

such an item.  

• Strip searches should not be carried out routinely if there is no reason to think that such items 

are concealed.  

  

After-care following a strip search  

• Pupils should be given appropriate support, whatever the outcome of the search.  

• A safeguarding process should be started giving due attention to the pupil’s wellbeing.   
• Safeguarding must be at the centre of the support.  

• The pupils should feel that they have the opportunity to express their views regarding the search 

and the events surrounding it.  

  

After a Search  

• Regardless of whether items have been found as a result of a search the school should consider 

whether the search, the search itself and the outcome of the search may give cause to suspect 

that the pupil is suffering or is likely to suffer harm.  

• The DSL should consider whether any additional pastoral support, early help intervention or 

referral to children’s social care is appropriate.    
• If a pupil is found in possession of a prohibited item as listed above then the DSL should be 

informed and the pupil sanctioned in line with the school’s policies.  
  

Recording Searches  

• Any search for a prohibited item and all searches conducted by police officers should be recorded 

in the school’s safeguarding reporting system, including whether or not an item is found.  



 

• The DSL (or deputy) should look to identify possible risks and initiate a safeguarding response if 

required.  

• All searches for items banned by the school rules should be recorded.  

• The following should be recorded  

• The date, time and location of the search  

• Which pupils was searched  

• Who conducted the search and any other adults or pupils present  

• What was being searched for  

• The reason for searching  

• What items, if any, were found  

• What follow-up action was taken as a consequence of the search  

  

Informing Parents  

 

• Parents should always be informed of any search for a prohibited item and the outcome of the 

search as soon as it is practicable.  

• Parents should be informed of what, if anything, has been confiscated and the resulting action 

the school has taken, including any sanctions applied.  

• It may be necessary to inform the parents of a search for an item banned under the school rules.  

• Any complaints about searching, screening or confiscation should be dealt with through the 

normal school complaints procedure.  

  

Any item that is found as a result of a search should be, at the discretion of the member of staff, 

confiscated, retained and/or destroyed.  Where any article is banned then it should be taken to the 

Head.  Weapons, knives and extreme or child pornography must always be handed to the police.  

 

• The Staff are protected from liability in any proceedings brought against them for any loss of, or 

damage to, any item they have confiscated, provided they acted lawfully.  

• Where any items that are prohibited are found the Head will inform the parents.  

 

After the Search (without consent)  

• If controlled drugs are found these would be taken directly to the Head who will deliver them 

to the police as soon as possible;  

• Other substances which are not believed to be controlled drugs but are thought of as being 

harmful would be confiscated and taken to the Head.  The Head will deliver them to the police or 

dispose of them in line with the guidance;  

• If alcohol is found this should be taken to the Head who may retain it or dispose of it as he thinks 

appropriate.  The alcohol will not be returned to the pupil  

• Tobacco or cigarette papers – They must be taken to the Head who may retain or dispose of 

them.  They must not be returned to the pupil;  

• Fireworks – These should be taken to the Head.  They must not be returned to the pupil;  

• Stolen items – depending on the circumstances the items should be returned to the 

owner/retained/disposed of or delivered to Head who may deliver them to the police.  The Head 

should consider the following:  

• The value of the item.  A low value item such as pencil case would not need to involve 

the police;  

• whether the item can be disposed of safely;   

• whether returning it places the person at risk of harm;   

• Whether the item is banned by school.  

• Pornographic image – A member of staff who discovers a pornographic image should inform 

the Head who may ask them to dispose of it or may ask it to be brought to him.  If any image is 

one that constitutes a specified offence (i.e. it is extreme or an indecent image of a child) then it 

must be taken to the Head who will deliver it to the police as soon as reasonably practicable.  The 

Head will then deal with pupil from a Safeguarding point of view and inform the DO of the 

situation;  

• An article that has been (or could be) used to commit an offence or to cause personal 

injury or damage to property – any such item should be taken to the Head who will deliver it 

to the police or return to the owner as appropriate.  It may also be retained and disposed of if 

the Head feels that that is the most appropriate course of action.  If the item has been used to 

commit an offence or is evidence in relation to an offence, the item should be delivered to the 

police. 



 

• An item banned under the school rules – the teacher should use their professional judgement 

to decide whether to take the item to the Head or to return it to its owner or retain it or dispose 

of it;  

• Weapons or items which are evidence of an offence – must be passed to the Head who will 

pass them to the police as soon as possible.  

 

Searching electronic devices  

If an electronic device is found during a search that is prohibited by the school rules an authorised 

member of staff may examine any data or files on the device.  

  

The DSL (or deputy) should be informed in the event that images, data or files are found that they 

reasonably suspect are likely to put a person at risk.  

  

If the member of staff conducting the search suspects they may find an indecent image of a child 

(nude/semi-nude images) they must not intentionally view the image.  They must not copy, print, share, 

store or save the image.    

  

If it is thought that an indecent image or video may be on the device then the device should be 

confiscated, not looked at and the incident referred to the DSL (or deputy).  

  

If an image, data or file is suspected of constituting a specified offence then the device must be given to 

the Head who will deliver it to the police as soon as is reasonably practicable.  

  

In exceptional circumstances an image or data may disposed of if there is good reason to do so.  The 

member of staff should reasonably suspect that the data or file on the device has been, or could be used, 

to cause harm, undermine the safe environment of the school and disrupt teaching, or be used to commit 

an offence.    

  

The member of staff should consider whether the material found may constitute evidence relating to a 

suspected offence.  In those instances the data or files should not be deleted and the device must be 

handed to the Head who will deliver it to the police as soon as is reasonably practicable  

 

 


