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Introduction 

As a Catholic and inclusive school, we work together to develop in our pupils, positive 

attitudes and behaviours based on respect for ourselves and others. 

 

This Policy forms a basis for the development of a whole–school approach to Pastoral Care 

and Positive Behaviour for Learning.  It is hoped that the establishment of agreed 

principles will form the basis for understanding the way in which the Pastoral / Positive 

Behaviour structures operate within the school. 

 

The clarification of the roles of all staff and in particular those with a pastoral / positive 

behaviour brief, should assist in the creation of a framework within which pupils can 

contribute positively to their own personal development and to the life of the school in 

general. 

 

Rationale 

Holy Trinity College places great emphasis on caring for all members of the school 

community, the pupils, staff, parents / guardians and governors. We seek to build a strong 

sense of belonging to the school community and a network of positive, supportive 

relationships based on respect for the dignity, value and self worth of each individual. We 

believe that children will learn best when the talents, aptitudes, interests and needs of each 

child are known, recognised and catered for during their time at school.  The promotion of 

positive behaviour enables pupils to become self-disciplined learners who respect diversity, 

authority and are able to make informed decisions allowing them to fulfil their potential and 

develop positive relationships with other people.  The management of behaviour is linked 

closely to the pastoral provision in the College.  All teachers – form teachers, Heads of Year, 

Heads of Key Stage, SENCO, Pastoral Support Officer and SLT play key roles in this area. 

In the interests of the pupil they will liaise with other agencies including the Education and 

Welfare Office, PPDS, Educational Psychologists, Behaviour Support Team, Social Services 

and School Counsellors, supporting pupils throughout the school. 

 

The aims and objectives of the Pastoral / Positive Behaviour for Learning Policy are 

embodied in the general aims and objectives of the school – namely, the provision of a 

learning environment which can bring out the best in all its pupils in terms of intellectual, 

moral and spiritual, social and physical development. 
 

The Aims of Holy Trinity College are: 

 
 To be a community inspired by the Catholic faith, living out Gospel values, and 

reflecting all traditions of our Irish Cultural Heritage. 

 To enable pupils to acquire a sense of purpose and have a good opinion of 

themselves by giving everyone access to a religious, academic, moral, social and 

physical education. 

 

 

 

‘Good behaviour keeps pupils safe, reduces stress for teachers and contributes to a 

welcoming and caring environment in which pupils can develop as people and both 

pupils and teachers can do their best work. DE 2001 



 

 To provide a wide, varied and effective curriculum to meet the needs of all pupils 

and with appropriate provision for pupils with special and additional needs, in an 

attractive school environment. 

 
 To provide all staff – both teaching and support - with the necessary accommodation, 

equipment and training to achieve our Vision. 

 
 To maintain a safe and healthy work environment where everyone will feel valued 

and their creative and innovative ideas will flourish. 

 To involve Parents, Educational Agencies and Industry in the work of the school, 

which in turn will benefit the greater Cookstown Community. 

 To foster a sense of cheerful co-operation and provide a caring environment which 

promotes high achievement and self-esteem amongst both staff and pupils. 

 

The Core Values and Beliefs of Holy Trinity College are: 

 

 Respect for self and for the value, worth and dignity of each individual in the school 

community. 

 The belief that all young people can learn, succeed at school, achieve, develop and 

grow in such a way as to live worthwhile, fulfilling adult lives. 

 Treating all members of our school community with care, concern and compassion 

especially those in particular need. 

 Promoting a sense of responsibility for one’s own actions. 

 Tolerance and forgiveness. 

 Inclusiveness and Equality of Opportunity. 

 Endeavour and dedication to hard work. 

 The pursuit of excellence. 

 A strong sense of community. 

 Honesty, Openness and Integrity. 

 Loyalty to and Pride in Holy Trinity College. 

 Valuing and using our God given talents. 

 Seeking and working with the good in each individual 

 
 

The Pastoral dimension of Holy Trinity College involves both a general and a 

specialised focus. 
 

General: 

As an integral part of the whole school experience, the pastoral dimension should be evident 

in: 

 The hidden curriculum, i.e. School ethos, the quality of interpersonal relationships, 

and the physical school environment. 

 The teaching of individual subjects, which includes teaching and learning methods, 

the integration of cross curricular themes, methods of assessing and monitoring pupil 

progress, and recording achievements. 
 

 

 

 



 

 The Positive Achievement Reward system which is designed to recognise and reward 

positive behaviour including effort, improvement, initiative, co-operation, contribution to 

school life and achievement. 

 The extra curricular programme which encourages participation in and enjoyment of 

constructive interests and where pupils have an opportunity to pursue and develop their 

special talents and interests. 

 The positive behaviour for learning procedures which aims to promote the rights, 

responsibilities and expectations of all in the school. 

 

Specialised: 
 

There is a planned programme of pastoral activities which includes: 

 School assemblies, Morning and Afternoon Registration 

 Positive Achievement Reward System 

 Overview of pupils’ progress – SIMS Tracking System 

 Individual interviews / Pastoral for Year 8 pupils / Form-teacher and Principal with Years 11 

& 12 pupils 

 Counselling / support from Form Teachers / Head of Year / Head of Key Stage 

/Pastoral Support Officer/Counselling Service. 

 Taster Days for P6 & 7 Pupils 

 Induction programmes 

 P7 Summer Scheme 

 Talks / workshops given by invited speakers eg. Young Enterprise, Sentinus, Love for Life 

Team, NEXUS, Women’s Aid etc….. 

 Whole school celebrations of liturgies – Leavers’ Masses – Years 12 & 14 

 Mass of Welcome for Year 8 intake 

 Participation in competitions and outings e.g. Reward System Trips 

 A Careers Guidance Programme which includes both class groups and small group / 

individual interviews with NI Careers Service 

 A timetabled Personal and Social Development programme – which also provides young 

people with opportunities to investigate identity, stereotyping, sectarianism and racism. 

 Pope John Paul II Award 

 Year 13 Mentoring Programme 

 Reading Partnership 

 Each pupil is allocated to a Form Teacher who has knowledge of the needs, talents, aptitudes 

and abilities of the pupils in the Form Class – linked into SIMS Tracking System (Behaviour 

Support Module) 

 An Interpreting Service is available for communicating with parents / guardians to ensure 

equality of Opportunity (Section 75) 

 
Structure and System Used to Manage the Pastoral / Positive Behaviour for Learning 

Dimension of the School 

 

Roles and Responsibilities: 

 

The responsibility for the overall planning, implementation, monitoring and review of the Pastoral 

dimension for the school, lies with the Board of Governors, Principal and Senior Leadership Team. 

The Vice-Principals, Head of Senior School and the Heads of Key Stage have specific responsibility 

for this area. 
 

 
 

 



 

The Pastoral system in Holy Trinity College is based on seven / eight classes in each year group. Each 

class has a Form Teacher who remains with their class within each Key Stage. The Form Teacher and 

Head of Year 8 remains fixed.  Heads of Years 9 - 14 follow their pupils through to the end of each 

relevant Key Stage. 

 

The Form Teachers form the Pastoral Team for the year group under the leadership of the Heads of 

Year and Heads of Key Stage and in conjunction with the Head of Senior School / Vice 

Principals / Principal. These teams meet on a regular basis.  The Heads of Year meet the EWO 

periodically throughout the year. 

 

The Pastoral Team Leaders and Form Teachers plan and monitor the implementation of the 

pastoral programme and provide support and guidance for teachers in carrying out their pastoral 

roles. This Team meets on a regular basis. 

 

Every teacher has a pastoral role in their day-to-day interactions with pupils. However, the Head of 

School, Heads of Key Stages, Heads of Year and Form Teachers have specific responsibilities which 

are outlined in this policy 

 

Structure and System used to manage the Pastoral / Positive 

Behaviour for Learning Dimension of the School 
 

 
 

 

 

 

 



 

Pastoral Care 

Pastoral Care in Practice 
The following systems are in place to provide a framework for meeting our Pastoral Care aims: 

 Assemblies for Junior / Senior School occur once a fortnight and is attended by Form Teachers, Heads 

of Year and SLT. The exception to this is Year 8 Assembly which occurs every Monday morning. 

 Form Teachers meet their class for AM & PM Registration / Class assembly on each of the other 

days. 
Monday Form Teacher to check Sims, speak with pupils both to 

acknowledge their efforts or your concerns re. behaviour points.  

Additional focus:  Uniform and Mobile Phones 

Tuesday Form Teacher to check Sims, speak with pupils both to 

acknowledge their efforts or your concerns re. behaviour points.  

Check Uniform. 

Additional focus:  Attendance and Punctuality 

Wednesday Form Teacher to check Sims, speak with pupils both to 

acknowledge their efforts or your concerns re. behaviour points.  

Check Uniform. 

Additional focus:  Homework, Equipment & Readiness to Learn 

Thursday Form Teacher to check Sims, speak with pupils both to 

acknowledge their efforts or your concerns re. behaviour points.  

Check Uniform. 

Additional focus:  Manners & Respect 

Friday Form Teacher to check Sims, speak with pupils both to 

acknowledge their efforts or your concerns re. behaviour points.  

Check Uniform. 

Additional focus:  Effective use of Student Planner – Form 

Teacher signature 

 

 Each class in KS3 has an assembly with their Form Teachers and junior peers once a term. 

 There is a clearly defined Positive Behaviour for Learning policy in operation, which promotes 

healthy minds and positive attitudes. 

 The Positive Achievement Reward System includes both individual awards and Class rewards.  

Individual awards and rewards recognise and affirm high standards of work and behaviour whilst 

Class rewards recognise and affirm a culture of high levels of participation and achievement. 

 All classes have Afternoon Registration to promote positive learning and carry out aspects of PD, 

all of which are reviewed / evaluated by pupils, Form Teachers, and Heads of Year to ensure that 

needs are met. 

 The school has clearly defined policies for Drugs Education, Anti-Bullying, Child Protection, 

Pupil Attendance, Critical Incidence Policies. 

 Time is allocated (Directed time and Inset days) for the planning, review and evaluation of 

the Pastoral programme. 

 The school has close links with parents / guardians and provides them with an information booklet 

on Pastoral Care issues.  This helps them to be aware of the system of support available to them and 

how to access it.  Form Teachers / Heads of Year / Head of Key Stages / Head of School can contact 

Newcomer parents via Diversity NI Interpreting Service.  Parents can also access relevant documents 

on the college website www.holytrinitycollege.org.uk 

 There is a Senior Prefect Team in Year 14, Peer Mentors in Year 13 to work closely with Year 8 

and a Student Council involving pupils in Years 8 - 14. 

 There is a Jumior Leadership team and Middle Leadership Team designed to represent the 

students’ voice. 

http://www.holytrinitycollege.org.uk/


 

 

 

 The Heads of Key Stage have close links with the following external agencies in relation to the care 

and well being of pupils: EWO, Social Services, PSNI, Education Psychology, Behaviour Support, 

PPDS, IDS, School Chaplain, Partner Primary Schools etc….. 

 A Multi-Agency Support Team is in operation to address pupil / parental concerns 

 ‘The Haven’ Nurture Provision exists to develop pupil social and emotional needs. 

 Staff Development Programmes form part of the overall School Development Plan. 

 The College Handbook contains all policies relating to Pastoral Care. 

 The school has links with the wider community through a range of extra- curricular activities and the 

College ‘The Review’, is distributed to the school community and all Parishes annually. 

 

Monitoring and Evaluation of Pastoral Care 
The purpose of evaluating the Pastoral dimension is to discover ways of improving the quality of 

provision in the school for the benefit of all pupils and staff. 

Although there are many aspects of personal development, including happiness and well- being of 

pupils which cannot be measured, there are nevertheless some strategies which can assist in gauging 

how healthy the climate is, in the school. 

 

Who Monitors and Evaluates What? 

 Classroom teachers - their observations are invaluable in assessing the effectiveness of the Pastoral 

/ Positive Behaviour for Learning Policy. 

 Form Teachers have contact with their form class everyday (registration am / pm) and will 

monitor: 

 Positive Achievements – points gained / comments in student planner / Reward trips / 

Individual awards 

 Behaviour Incidents – points gained for negative behaviours / comments in student planner 

/ SIMs 

 Homework – number of comments in pupil diary / HOD referral 

 Pupil Progress – assessment results in student planner / Pupil Tracking via SIMs / School reports 

 Punctuality – monitored at registration / Lesson Monitor 

 Attendance  - monitored at registration / Absence motes / record in student planner / Call 

home on third day 

 Evaluation of PD Programme  - June 

 Heads of Year monitors all of the above through the Form Teacher’s referrals via e- mail/SIMs. 

 Attendance is monitored via weekly checking of attendance registers / absence notes and the 

printout at the end of the month. 

 Detention is supervised by all teaching staff and is monitored via the staged referral process 

(occurs every Thursday 3.15pm – 4.00pm) 

 Meets with the EWO on a regular basis. 

 Head of Key Stage meets with the Pastoral Teams on a regular basis. 

 Issues / individuals needing to be monitored are made known and strategies put in place to deal 

with the pupil(s). 

 PD Booklet is evaluated by pupils / staff in June. 

 PD Booklets / folders from all year groups 

 Vice-Principal oversees the Strategic Development of Positive Behaviour and the Detention 

System and therefore knows the key issues. 



 

 

Other Measures which may be used are: 

 

Feedback from Parents/Guardians - 

 Parents / Guardians can communicate through the student planner. 

 Parents / Guardians can communicate at Parent / Teacher Meetings / Information 

Evenings 

 Parents / Guardians are encouraged to make an appointment with the Form Teacher / 

Head of Year / Head of Key Stage /VP/ Principal if they have any concerns. 

 Interpreting Service available 

 

Feedback from pupils and Staff - 

Feedback may be provided in the form of questionnaires, SWOT, Student council: 
 Pupils 

 Staff 

 Employers 

 Primary Schools  

Pastoral Care provision and Policy is monitored on an on-going basis and there is an annual 

review at the end of the school year. The outcome of the review is to: 

 

1 Prioritise what issues need to be addressed in the next year(s) 

2 Know what staff development is needed for the incoming year. 

 
Personnel Roles and Responsibilities 

 

Form Teacher: Has a pivotal role in the implementation of the Pastoral Care system in 

the school. 

 

The Form Teacher is responsible for the well-being of all the pupils in their Form Class. 

The Form Teacher ensures attendance, punctuality, academic achievement and behaviour are 

monitored.  They help the pupils develop the necessary skills for effective learning and are 

responsible for the delivery of the Personal Development Programme. 

 

The Form Teacher is expected to: 

 Establish a good working relationship with individual pupils and the class as a whole 

providing encouragement, support and guidance where needed 

 Transmit Christian values and ethos of the school and an awareness of the needs of 

others; 

 Develop positive relationships with pupils which should enable him/her to adopt a 

counselling role to good effect. 

 Develop a positive proactive approach to behaviour management. 

 Monitor their general progress and well-being in the school. 

 Foster a sense of class spirit and belonging to the school. 

 Create opportunities to enable pupils to develop their self-esteem and their feeling of 

individual worth, along with a standard of moral and social development. 

 Communicate clearly and positively providing support to pupils. 

 Contribute to the planning, implementation and evaluation of the Personal 

Development Programme and Citizenship. 

 



 

 

Attendance 

 Complete the electronic register each morning. Ensure that registration is orderly and 

focused each morning with pupils seated appropriately and use it as an opportunity to 

prepare the pupils for the day ahead in terms of positive behaviour for learning and 

application to work. 

 Follow-up Absentee notes 

 Review pupil attendance and when a pupil has been absent for 3 consecutive days, 

contact home to enquire about their well-being. 

 Acknowledge the full attendance of those in your form class by displaying their 

names on the Class Pastoral Notice-Boards. 

 On a monthly basis, award 4 achievement points to the pupils in your form who have 

100% attendance for the month. 

 

Also at Registration 

 

 Monitor the use of the diary. Sign it regularly and ensure parents/guardians sign it. 

 Check pupils’ personalised targets and assessment scores are recorded in the table 

provided. 

 After each assessment, encourage the pupils to reflect on their results and make 

targets for improvement. 

 Read out notices or classroom changes.  Deal with day to day Concerns. 

 Regularly check uniforms and that pupils have no more than one stud piercing in 

each year. 

 Participate in encouraging pupils to participate in whole school events e.g. Attendance 

at matches or Fund-raising  

 

Positive Behaviour For Learning 
 Have on-going conversations with pupils where there is an accumulation of 

behaviour points. 

 Record on SIMs any intervention with a pupil or communication with a 

parent/guardian. 

 When a pupil has accumulated 20 points, discuss concerns about 

behavior and give him/her the opportunity to improve before having to 

go on report.  Monitor the student’s conduct. 

 When a pupil has accumulated 25 behaviour points, place them on a 3 day white 

Individual Behaviour Plan (IBP), agree targets for improvement and liaise with 

the office staff to send a text message to a parent/guardian informing them of the 

intervention. 

 Continue to liaise with the Pastoral Leaders any concerns regarding a pupil’s 

unwillingness to meet the expectations of the Positive Behaviour for Learning 

Policy. 

 On a monthly basis, give 4 or 5 achievement points to the pupils in your form 

who have shown improvement in Attitude and Application or/and had No 

Behaviour Points for the month. 

 Acknowledge with the pupils when they have accumulated many achievement 

points and when a pupil has achieved 30 Conduct points, send a text to the 

parent/guardian. 

 Acknowledge the efforts of pupils in the class by having a pupil of the month 

displayed on the Class Pastoral Notice-Board. 

 

 



 

 

It is important that the Form Teacher is aware and knowledgeable of all the Pastoral Care and Safe-

guarding Policies in the school and undertakes their responsibilities with due care and consideration. 

 

ROLES AND RESPONSIBILITIES OF THE HEAD OF YEAR 

Year Tutors have overall responsibility for establishing high standards and expectations of their Year 

Group, both within and outside of lessons. There are clear Positive Behaviour for Learning procedures 

and these are followed by all members of the Pastoral Year Team and include the use of the SIMs to 

record achievements and behaviours. 

 Chair meetings with the Form Teachers, write up the minutes and place them on the common 

staff area; 

 Coordinate all information received from subject teachers, form teachers and take action 
where necessary; 

 Establish a good working relationship with the pupils in the Year Group providing 

encouragement, support and guidance where needed. If necessary, arrange meetings with external 

agencies; 
 Monitor the academic progress of pupils taking action where necessary; 
 After each assessment, meet with the pupils under-achieving, encourage the pupils to reflect on 

their results and make targets for improvement. 

 Communicate when necessary with  parents  on  matters  regarding  their  child’s progress; 
 Arrange meetings with parents when necessary to discuss welfare issues; 

 Meet with other Year  Heads  bi-annually  to  monitor  and  review  the  Personal Development 

Programme; 

 Take responsibility for Year Assembly once/twice a month, Parents’ Evenings and other year 

group activities 

 Help formulate the PD programme for his/her Year Group in keeping with the overall PD 

scheme for all year groups. 

 Co-ordinate the evaluation of the Personal Development and Citizenship Programme with the 

Form Teachers in May/June and consider these evaluations when preparing the 

lessons/programme for the next year. 

 Monitor the PD and Citizenship Programme by collecting samples from different classes 

and keeping a record of these. 

 Monitor the consistency of use of the homework diary, keep a record of this monitoring 

and plan for improvement. 

 Every half-term, obtain a printout of the Year Group’s attendance and follow the agreed 

procedures for acknowledging good attendance and intervening where attendance is below 

the school’s target. 

 Liaise with the EWO/Social Services/School Psychologist / telephone Interpreting Service 

etc. when appropriate. 

 Sign notes in diaries requesting permission to get out of school. 

 

Positive Behaviour For Learning 
 When pupils in the Year Group have received 30 behaviour points arrange a meeting with 

him/her to discuss their behaviour record on SIMs.  Give them a clear warning of the 

consequence of 5 further behaviour points and discuss with them strategies that restore good 

behaviour. 

 Record on SIMs any intervention with a pupil or communication with a 

parent/guardian. 

 When a pupil has accumulated 35 behaviour points, place them on a 5 day green IBP report, 

agree targets for improvement and liaise with the office staff to send a letter to a parent/guardian 

informing them of the intervention. 

 Monitor the IBP daily and meet with the pupil regularly in those 5 day to discuss the outcome 

of the IBP.  Where a pupil fails to meet the daily targets, escort them to lunch-time detention. 



 

 If a pupil in the Year Group accumulates an additional 10 points (45) arrange a meeting 

with the pupil, parent and SENCo to discuss strategies to improve behaviour. 

 Where necessary, the SENCO will make a referral to the Pastoral Support Officer 

 Acknowledge with the pupils when they have accumulated many achievement points and when 

a pupil has achieved 60 Conduct points; send a postcard to the parent/guardian informing them 

of this achievement. 

 Acknowledge the efforts of pupils in the Year Group by regularly updating the Year Group 

Pastoral Notice-Board. 

 Give Positive Rewards on an individual or class basis at the end of each term e.g. Early Pass 

to the Canteen, monthly DVD afternoon or trips away. 

It is important that the Form Teacher is aware and knowledgeable of all the Pastoral Care and Safe-

guarding Policies in the school and undertakes their responsibilities with due care and 

consideration. 

 

 
ROLE OF THE HEAD OF KEY STAGE 

 

The Head of Key Stage has responsibility for planning, monitoring and evaluating the Personal 

Development provisions within the school, this role involves: 
 
 

 Chair meetings with the Heads of Year, write up the minutes and share them with VP and     

Principal. 
 Leading the strategic development of Personal Development across all key stages; 
 Facilitating the training  of  Form  Teachers  and  Year  Heads  to  aid  the  effective delivery of 

the Personal Development Programme; 

 Completion of Schemes of Work for Personal Development; 

 Provision of resources to Form Teachers to enable the effective delivery of Personal 

Development lessons; 

 Monitoring, evaluating  and  reviewing  the  Personal  Development  Programme to ensure its 

relevance and progression for all pupils. 

 Take responsibility with the Head of Year for year assemblies within the respective Key Stage. 
 Lead the linking of the pastoral needs of the pupils to their academic needs 
 Oversee  Pastoral  and  Academic  KS3/4/5  –  Baseline  Testing,  data  tracking  and Support 

Strategies. 

 Lead the effective use of data in their respective Key Stages to inform and drive 

improvement in pupils’ outcomes. 

 Lead  well-conceived  programmes or academic  and  peer  mentoring  that  are monitored 

and evaluated termly. 

 Liaise with external agencies to promote pupils social and emotional well-being. 

 Liaise with the SENCO and Pastoral Support Officer when there are concerns about a pupil’s 

well-being, behaviour or progress. 

 Attend MAST meetings to discuss the well-being and future provision of pupils in the Key 

Stage. 

 Lead effective and helpful Induction programmes at Key Stage transition points. 

 Lead the promotion of Pupil Voice and Participation in the College. Plan opportunities to 

allow for pupil voice being valued, to promote pupil involvement and independence and pupils 

taking leadership roles to have a positive impact of the school community. 

 

 

 

 

 

 



 

 

 

 

Positive Behaviour For Learning 

 

 When pupils in the Key Stage have received 50 behaviour points arrange a meeting with 

him/her to discuss their behaviour record on SIMs.  Give them a clear warning of the 

consequence of 10 further behaviour points and discuss with them strategies that restore good 

behaviour. 

 Record on SIMs any intervention with a pupil or communication with a 

parent/guardian. 

 When a pupil has accumulated 60 behaviour points, place them on a 10 day amber IBP report, 

agree targets for improvement and liaise with the office staff to send a letter to a 

parent/guardian informing them of the intervention. 

 Monitor the IBP daily and meet with the pupil regularly in those 10 days to discuss the outcome 

of the IBP.  Where a pupil fails to meet the daily targets, escort them to lunch-time detention. 

 If a pupil in the Key Stage accumulates an additional 10 points (70) liaise with the principal to 

issue a suspension to allow time to draw up a Risk Assessment for the pupil that will be 

discussed in the Return to School Suspension Meeting.  Liaise with the office staff to send a 

letter to parent/guardian informing them of this intervention. 

 When necessary, devise a risk assessment for a pupil for their own safety and the safety of 

other pupils and staff.  

 Acknowledge with the pupils when they have accumulated many achievement points and when a 

pupil has achieved 100 Conduct points; give them special recognition at assembly, give a 

certificate of praise and cinema tickets to acknowledge the effort and give a special trophy of the 

Head of Key Stage Award at the end of term. 

 Acknowledge the efforts of pupils in the Key Stage by providing information to the Head of 

Year for the Year Group Pastoral Notice-Board. 

 

It is important that the Head of Key Stage is aware and knowledgeable of all the Pastoral Care and 

Safe-guarding Policies in the school and undertakes their responsibilities with due care and 

consideration. 

 

 

 

 

 

 

 

 

 

 

 



 

 

ROLE OF THE VICE-PRINCIPAL 

 

 

The Vice-Principal has responsibility for pastoral and behavioural issues across the school. 

She works very closely with the Principal, Senior Leadership Team, Pastoral Team and 

other external agencies in the promotion in the strategic development of the College. This 

role involves 

 

 Having responsibility for the School Development Plan in the areas of Pastoral Care, 

Positive Behaviour for Learning, Attendance and Pupil Voice. 

 Remaining up to date with developments in policy and procedure pertaining to 

pastoral care. 

 Managing a team of Pastoral Leaders and Heads of Year in effective practice of 

Pastoral Care and Positive Behaviour for Learning. 

 Assuming the overall responsibility for the planning, monitoring and evaluating of 

Positive Behaviour for Learning. 

 Leading whole school evaluation of Pastoral Care in the College. 

 Assuming the overall responsibility for the updating of Pastoral Care Policies in the 

College every two years and share responsibility for the updating of the policies 

connected to Safe-guarding. 

 Leading professional development of staff in the area of pastoral care, positive 

behaviour and managing attendance. Support, deliver and coordinate the provision 

of high quality professional development by methods such as coaching, drawing on 

other resources or expertise where appropriate e.g. EA, CCMS. 

 Ensuring the lines of referral are adhered to when dealing with pupils not meeting 

the expectations of positive behaviour for learning. 

 Chairing meetings with the Heads of Key Stage, write up the minutes and sharing 
them with the principal 

 Ensuring a coherent and consistent whole school approach to the planning of the PD 

programme, assembly themes, school weekly focus in line with DENI 

recommendations and ETI best practice 

 Liaising with outside support agencies to support the delivery of the Personal 

Development Programme; 

 Organising rotas for assemblies, detention and lunch-time duty. 

 Analysing of whole school pastoral data to raise achievement, overcome barriers to 

learning and oversee target plans. 

 Attending MAST meetings to discuss the well-being and future provision of pupils 

in the 

 Being directly responsible for the implementation of the student reward programmes. 

 Liaising with outside agencies for funding to introduce programmes for pupils for 

breakfast clubs, homework clubs and after school clubs. 

 Liaising with C2k and members of SLT to maximise the use of SIMs to support our 

assessment, reward and behaviour programmes in school. Provide staff training on 

the innovative use of SIMs. 

 

 

 

 

 

 

 



 

 Be the lead person monitoring through Securus the internet use of pupils in the 

College: Interviewing pupils involved in any behaviour flagged and recording, where 

necessary, the offence and action taken on SIMs. 

 Developing  and  presenting  a  coherent  and  accurate  account  of  the  school’s 

performance connected to Pastoral Care for the Board of Governors. 

 

 

Positive Behaviour For Learning 

 

 When pupils have received 80 behaviour points arrange a meeting with him/her to 

discuss their behaviour record on SIMs.  Give them a clear warning of the 

consequence of 10 further behaviour points and discuss with them strategies that 

restore good behaviour. 

 Record on SIMs any intervention with a pupil or communication with a 

parent/guardian. 

 When a pupil has accumulated 90 behaviour points, arrange a meeting with them, the 

parent/guardian and SENCO to discuss strategies to improve behaviour. Outline to 

the parent/guardian the behaviours that are is failing to meet the expectations of 

Positive Behaviour for Learning and the range of communication and intervention 

that has already been provided at class teacher, form teacher, HOY and HOKS level. 

 Where necessary, the SENCO will make a referral to the Pastoral Support Officer 

 Place them on a 10 day red IBP report, agree targets for improvement. 

 Monitor the IBP daily and meet with the pupil regularly in those 10 days to discuss 

the outcome of the IBP.  Where a pupil fails to meet the daily targets, escort them to 

lunch-time detention. 

 If a pupil accumulates an additional 10 points (100) liaise with the principal to 

suspend the pupil for one day to update their Risk Assessment and share with parents 

at the return to school meeting.  Liaise with the office staff to send a letter to 

parent/guardian informing them of this intervention. 

 Acknowledge with the pupils when they have accumulated many achievement points 

and when a pupil has achieved 150 Conduct points; give them special recognition 

with a letter or text home praising them for their continued efforts. 

 Acknowledge the efforts of pupils by providing information to the Head of Year for 

the Year Group Pastoral Notice-Board. 

 

It is important that the Vice-Principal is aware and knowledgeable of all the Pastoral 

Care and Safe-guarding Policies in the school and undertakes their responsibilities with 

due care and consideration. 

 

ROLE OF THE SENCO 

 

The SENCO leads the staff in developing effective ways of overcoming barriers to a child's 

learning and ensuring that they receive effective teaching through assessing the child’s 

needs and setting targets for improvement. The SENCO will co-ordinate additional support 

for pupils with SEN and liaise with their parents, teachers and other professionals who are 

involved with them. 
 

 

 



 

Positive Behaviour For Learning 

 

 The SENCO holds a central role in promoting the positive ethos of the College 

 Challenge inappropriate behaviour and ensure positive behaviour is rewarded. 

 Assist the relevant Pastoral leader with meetings with parents/guardians at 45 and 85 

behaviour points to discuss strategies to improve behaviour.  Where necessary, the 

SENCO will make a referral to the Pastoral Support Officer 

 Place pupils on the Code of Practice so that they can access additional support in 

particular pupils demonstrating features of SBEW.  The features include being 

withdrawn or isolated, disruptive and disturbing, hyperactive and lack concentration, 

those with immature social skills and those presenting challenging behaviours arising 

from other complex special needs. Pupils with SBEW are defined as having learning 

difficulties.  ‘They may fail to meet expectations in school and in some, but by no 

means all cases, may disrupt the education of others.’ (Code of Practice, DENI, 

1998a) 

 Lead on the support for students who evidence ongoing or more complex patterns of 

disruptive behaviour. 

 

 

 

ROLE OF HEAD OF DEPARTMENT 

 

The main role is to manage your Department and ensure that the academic curriculum is 

delivered in the spirit of the Pastoral Policy. Relationships are key to the delivery of 

teaching and learning in the classroom.  Heads of Departments lead their departmental 

members to help the pupils develop the necessary skills for learning. 

 

The Head of Department is expected to: 

 Embed a positive ethos and successful behaviour techniques within their department. 

 Monitor members of the department to ensure that lessons are well-planned to meet 

the needs of the students. 

 Liaise with their department members, parents/guardians, other relevant staff and 

students to secure the highest standards of behaviour for learning within their 

curriculum area. 

 Identify the needs of teachers in the department in terms of staff development. 

 Introduce new staff or substitute staff to the work of the department and provide 

ongoing support. 

 Where possible, assign students classes to avoid difficult groupings that may lead to 

difficult classroom management. 

 Have Positive Behaviour for Learning on departmental agendas to ensure rewards for 

excellence, effort or sustained improvement within your curriculum area. 

 Use resources fairly and wisely to ensure classrooms within your department are 

well-resourced, bright and engaging.  Learning environments have immense impact 

on positive behaviour management. 

 

 

ROLE OF THE PRINCIPAL 

 

The Principal in liaison with Senior Leaders has day-to-day responsibility for maintaining 

Positive Behaviour in the College and to determine the detail of the standard of behaviour 

acceptable to the College. 

 Ensure that pupils, staff and parents are aware of school rules and procedures and revise 

these in consultation with staff as and when required. 

 



 

 Make arrangements for the consistent enforcement of rules by all staff. 

 Devise Staff duty lists and provide clear written instructions as to the duties to be carried 

out. 

 Provide a lead to staff in enforcing behaviour in classrooms, corridors canteen and 

playground. 

 Provide support to staff on duty. 

 Assist / Deal with behavioural problems referred to within role of Head of Key 

Stages/VPs. 

 Liaise with external agencies re. support and advice with particular concerns. 

 Arrange in-service education, as required, to strengthen the school’s Pastoral Care 

System. 

 Liaise with Heads of Department re monitoring and evaluation of curriculum content in 

order to minimise behavioural disruption in the classroom. 

 

Promoting and Sustaining Positive Behaviour for Learning 

If pupils are to gain maximum benefit from their time at Holy Trinity College, it is essential 

that they work to the best of their ability and behave in a responsible manner, showing 

respect for other pupils, staff and property. 
 

The Pastoral & Positive Behaviour for Learning Policy is based on the Catholic ethos of our 

school.  We believe that children will learn best in an ordered environment where there are 

good relationships based on equality and mutual respect for all in the school community. 

All aspects of discipline are dealt with in the context of our pastoral programme. 
 

It is expected that parents will fully support the school in seeking to ensure that their child’s 

work and behaviour are of a high standard and that he/she does not behave in a manner 

which is harmful to the education or well being of others. 
 

The school will seek to promote and sustain positive behaviour as follows: 

 

 by actively seeking the cooperation of all pupils in their learning 

 by encouraging self discipline and a sense of responsibility 

 by having clear expectations of behaviour for our pupils in all situations 

 by insisting on high standards in relation to uniform, attendance and punctuality 

 by respecting the rights of all pupils to learn and all teachers to teach 

 by ensuring that sanctions are fair and appropriate, and are applied consistently 

 by respecting the dignity and self worth of all members of the school community 

 by actively seeking out, promoting and rewarding positive behaviour in our pupils 

 by providing a curriculum which is appropriate to the needs of all pupils 

 by providing a range of extra-curricular activities which pupils can enjoy 

 by providing a pastoral care system in which Form Teachers are available to advise and 

assist pupils who are experiencing difficulties of any kind 

 by promoting strong links with parents so that school and parents can cooperate fully in 

ensuring pupils’ progress and happiness 

 by enlisting the help of outside agencies e.g. school psychologist, Education Welfare 

Officer / IDS to help pupils who are experiencing difficulties. 
 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Use of Targeted Approaches to meet the needs of individuals in school. (Pilot September 2019) 

 

 The Promoting Positive Behaviour for Learning Policy in Holy Trinity College aims to 

reduce unwanted behaviours.  However, this universal system is unlikely to meet the needs of 

all students.  For those pupils who need more intensive support with their behaviour a 

personalised approach is recommended. 

For pupils who are disruptive, targeted interventions are often most effective when adapted to 

the needs of the identified pupils. 

It is essential that this tailored approach, to support a pupil’s behaviour is one that 

complements our Promoting Positive Behaviour Policy without lowering expectations of any 

pupil’s behaviour.  Lowering our expectations can affect pupil’s achievements.  Also, for 

other pupils who have an awareness of fairness they are unlikely to respond well to 

differential treatment. 

The Senior Leadership Team have identified a number of pupils from Key Stage 3 and 4 for 

this new targeted approach to begin formally in September ‘19.  The pupils were identified 

from their previous year data in relation to the School’s Behaviours Points System using Sims. 

Initially a key adult will be assigned to the identified pupil to establish a human connection 

beyond the usual learning focus of the school.  The interaction can support learning 

conversations down the line and create a supportive relationship that may help a pupil speak 

up about issues that happen in and outside school.  It is important that the key adult looks at 

the ‘need’ from the information available from previous year’s/term’s data and logs a roadmap 

of intervention on Sims.  This will improve communication and ensure that all staff know the 

interventions being put in place. 

The roadmap will look to strategically develop what intervention is required to target the main 

need and it will also consider the next step if the intervention works or fails. 
 

Supporting Pupils with Attachment Difficulties within Mainstream Secondary School  

Additional support is required for those pupils who are finding mainstream school difficult, 

due to experiencing trauma and loss in their early years and are subsequently struggling in 

school.  Developmental vulnerability is a helpful term is which to frame our thinking about 

them. The main aim however, is to settle the pupil to learn.  

 These pupils need: 

o An environment where interventions are relational, relevant, repetitive, rhythmic, 

respectful and rewarding ( Dr Bruce Perry) 

o Allocation of an adult who is emotionally and physically available, attentive, 

attuned and responsive ( Dr Margot Sunderland)  

“A flexible but consistent approach is not a soft option and requires considerable 

resilience in the adults who are trying to support and teach young people in their own 

difficulties” 

                     John Cornwall  

2015 

Targeted programmes tend to demonstrate a bigger effect on behaviour outcomes compared 

to whole-class or whole-school programmes. 



 

 

o Interactions which communicate playfulness, acceptance, curiosity and empathy ( 

Dan Hughes) 

 In addition to the targeted approach above, Holy Trinity College staff has undertaken training 

on Attachment Theory with 2 staff trained as Key Adults.  

 Holy Trinity College will pilot a new programme in November 2019 to ensure consistency of 

support, a Key Adult, preventative support, tight home school partnership, provision of a safe 

space, calm approach, an enhanced curriculum, flexibility and creativity.   

 
 

 

 



 

Positive Behaviour for Learning – Our Expectations 

Expectations of Pupils: 
 Attend school every day and on time 

 Arrive to class on time, line up and go to your designated seat 

 Bring the necessary books and equipment and be prepared for learning 

 Listen carefully and follow necessary instructions 

 Start your work immediately 

 Raise your hand if you are unsure and require help 

 Present Classwork and Homework neatly and to your highest standard 

 Complete Homework and Assignments by the due date 

 Allow other pupils to work and make progress 

 Follow all safety rules at all times 

 At the end of the lesson, stand behind your seat and wait to be dismissed 

 Wear the College uniform with pride 

 Be polite and pleasant and treat everyone with respect 

 Be considerate of others and their property 

 Know and understand rules, consequences and boundaries 

 No drinking or eating in class with the exception of bottled water 

 Travel to and from school in a responsible way 

 ** This list is not definitive and will be kept under review with amendments made subject to requirements. 

Expectations of Staff: 

 Provide a safe, well-ordered and caring environment 

 Arrive to class / registration / Assembly on time 

 Welcome pupils at the door 

 Complete a register of attendance for each lesson via lesson monitor 

 Have high expectations for all pupils – work and behaviour 

 Promote positive behaviour and learning at all times – firm but fair 

 Value, respect and care for each pupil 

 Establish clear and understood rules / routines within your subject area 

 Ensure that work is at an appropriate level, differentiated and challenging to meet the needs of all 

pupils 

 Encourage dialogue and discussion of learning 

 Use praise appropriately 

 Form positive relationships with parents and pupils 

 Be consistent in recording and rewarding good performance, effort and progress 

 Manage poor behaviour quickly, effectively and consistently. 

Expectations of Parents / Guardians: 

 Help their child develop to their full potential 

 Work in partnership with the College in their child’s learning, welfare and behaviour 

 Support their child in achieving a minimum of 95% attendance 

 Ensure their child arrives to school on time and inform the College of any absence 

 Ensure their child is wearing the full College uniform 

 Encourage their child to bring the right equipment and books to school each day 

 Take an interest in and help their child with their work 

 Encourage independence and self-discipline 

 Ensure their child completes Homework and Assignments by the due date and to the best of their ability 

 Attend Parent Teacher meetings and additional meetings as required 



  



  



 

  



 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Positive Behaviour Management in the classroom: 

 
The vast majority of pupils work hard and behave appropriately.  In the minority of cases, 

where pupil work / behaviour /language falls below acceptable standards, consequences 

will follow in line with this policy. 

 

In order to establish a positive school climate and a classroom atmosphere conducive to 

learning, teachers in Holy Trinity College employ a consistent, dignified approach to 

discipline, in which pupils are taught and encouraged to choose responsible behaviour, 

thereby raising their self-esteem and increasing their academic success.  We provide positive 

reinforcement in a clear, concise, understandable manner for pupils. 

 

In order to help pupils to choose responsible behaviour, each teacher devises and 

incorporates a set of classroom rules, positive recognition if pupils adhere to the rules, and 

sanctions should pupils choose not to observe the rules. 

If pupils are to succeed, they need to know what is expected of them, and that their good 

behaviour will be recognised and supported (see Positive Achievements).  They also need to 

know the limits - what will occur if they choose not to comply with those expectations (see 

Behaviour Incidents) 

A ‘Points Rating’ system was allocated to Achievements and Behaviours in June 2016 and 

revised June 2021. 

 

Class Teacher: 

 

The aim of positive behaviour management is to promote and sustain good behaviour 

through a continual focus on the positive. 

 Highlight what is going well in the classroom 

 Give attention to pupils displaying ‘on-task’ behaviour as opposed to highlighting 

inappropriate behaviours. 

 Try and manage inappropriate behaviours in a positive way. 

Listed below are a range of strategies which are proven to have been effective in positive 

behaviour management. 

 Positive Feedback – Acknowledge/Approve/Affirm. Acknowledge (notice and 

describe the behaviour) approve it (say why it is good) and affirm (apply a positive 

label to the pupil) e.g. “Thank you for tidying up so quickly - now we can have a 

break -you are a great helper”. Use very, very frequently. 

 Positive Correction - tell the pupils what you want them to do, i.e. not what you 

don’t want them to do e.g. “walk” instead of “stop running”, “hands up” instead of 

“stop shouting”. Avoid saying “don’t” or “stop”. 

 Positive Repetition - when you give a direction ask someone who knows what to do 

to repeat it rather than focusing on the one who doesn’t know. 

 Non-verbal Cues - hands up, finger on lips, the “look”. 

 Casual questions – “Got your pencil, John? Know what to do?” 

 Direction – tell them what to do, say “Thank you” in advance, walk off. 

 Give take-up time – give a clear specific direction in a non-confrontational way and 

move away from the pupil with a clear expectation that a pupil will comply. 

 Re-direction – repeat direction without being sidetracked. Use thanks and take-up 

time – give them time - don’t stand over them in a confrontational way. 

 Tactically ignore – ignore secondary behaviour if the pupil is compliant with the 

primary behaviour requested e.g. if the pupil begins the task (primary behaviour) 

when asked, ignore any annoying secondary behaviours such as huffing or muttering. 



 

 Physical Proximity – move closer to a disruptive pupil. 

 Proximity Praise – praise to pupils complying may give a private message to those 

not complying. When a non-compliant pupil complies, notice and comment 

positively. 

 Distraction / Diversion – give an alternative task or activity to a disruptive pupil 

without highlighting the inappropriate behaviour. 

 Rule Reminder – refer to rule, use thank you and give take-up 

time. 

 Where / What? – “Where should you be?” (in my seat) “What should you be 

doing?” (my work) 

 Choices – “Put your (e.g. magazine/comic) on my desk or in your bag.  Which are 

you going to do?” The last choice you give is more likely to be taken up therefore 

you need to think about the order in which you give them to pupils (always give 

preferred outcome as the last choice). Give take up time. Remind of consequences if 

necessary. 

 Broken Record – calmly repeat request or rule or consequence; avoid confrontation 

or being drawn into argument. Stay neutral. 

 Partial Agreement – in response to excuses, say “That may be so (he was talking to 

me) but I need you to get on with the work”. 

 Private Reprimand – a quiet word rather than a public confrontation. 

 Repair and Rebuild – as soon as possible after a reprimand, find an opportunity to 

say something positive about the pupil –“Catch them being good”. 

 Follow up - follow through - it is the certainty rather than the severity of 

consequences which is important. 

 Positive news notes maintain positive relationships with parents/guardians 

 Stickers / certificates. 

 

Positive Behaviour on the Corridor 
 

It is vital that every member of staff should contribute to maintaining high standards of 

behaviour at all times.  Failure to do so inevitably leads to a rapid increase in rowdiness and 

reduced respect for authority which soon extends into the classroom. 

While Senior Leaders have a responsibility to provide a lead in this respect, all staff can 

make an effective contribution by: 

 Preventing rowdiness - standing out on corridors between classes and moving pupils on. 

 Challenging inappropriate behaviour. 

 Arriving to class on time. 

 Insisting that pupils leave their schoolbags in the appropriate classroom at the end of 

Periods 2 and 4 / Afternoon Registration. 

 Arriving on time for duty and remaining until the end of the allocated time. 

 Encouraging pupils to show respect for themselves and others by depositing litter in 

bins. 

 When on bus duty, arriving punctually and assisting pupils leaving in an orderly manner. 

 Staying vigilant at all times, for any signs of bullying. 

 

Additional Strategies: 

 

When a pupil fails to meet the minimum required standards of behaviour, Holy Trinity 

College is entitled to impose such sanctions as are outlined in the Pastoral and Positive 

Behaviour for Learning Policy.  These may include Suspension and, if necessary, Expulsion. 

Holy Trinity College will follow ‘The Scheme for the Suspension and Expulsion of Pupils in 

Catholic Maintained Schools’ (CCMS) with regard to the Suspension and Expulsion of 



 

pupils.  Suspension and Expulsions are serious sanctions to invoke against any young person 

and guidelines must be followed. 

 

Suspension: The Suspension of a pupil from Holy Trinity College can only be proposed 

where the pupil’s behaviour is presenting serious difficulties to the College (see Staged 

Referral Process – Student Sanctions) and where Suspension is considered to be in the 

best interests of the College / pupil. 
 
 Suspension will be for a period of up to five days (a phased approach may be adopted 

depending on the frequency and severity of the offence)  

 The Suspension may be extended to forty-five days in any one school year, if there is a need for 

more serious action and with the approval of the Board of Governors 

 Parents will be notified on the day of the suspension, followed by a written letter to parents, 

Chairperson of the Board of Governors, CCMS and the EA – SELB. 

 Teaching staff are required to provide work to be completed at home for a pupil who is 

suspended.  

 Parents should make arrangements to collect work from the General Reception. 

 At the end of the short fixed term Suspension Period (maximum 5 days), the pupil and his / her 

parent(s) are required to attend a ‘Return to School’ meeting with the Principal.   

 The pupil will be placed on a Principal Report with agreed targets for a maximum of five school 

days to monitor their re-integration into class. A Risk Assessment will be drafted in agreement 

with the parent and pupil 

 Depending on the nature of the offence, the pupil will be afforded a meeting with the SENCo / 

Pastoral Support Officer. 

 

The Principal may suspend pupils who, in her opinion, are guilty of very serious / ongoing breaches 

of discipline, for example (the list below is not exhaustive):  

 

1.     Continuous persistence of uncooperative behaviour in class, to staff and / or pupils 

2.     Repeated / cumulative offences eg leaving school without permission, graffiti,  

3.     Serious violent incidents (fighting) 

4.     Serious incidents of poor behaviour 

5.     Serious actual physical or threatened violence against another pupil or a member of staff 

6.     Repeated bullying 

7.     Inappropriate behaviour with another pupil / sexual abuse or assault 

8.     Destruction / vandalism of school premises / property / teacher property  

9.  Any action which compromises Health and Safety eg tampering of security cameras, fire  

 extinguishers etc, or any action which compromises the safety of pupils and staff 

10.    Unacceptable verbal abuse directed at a member of staff, or foul language used in response to  

   something a member of staff has said or requested 

11.    Verbal abuse of another pupil 

12.    Smoking including E-Cigarettes 

13. Dangerous behaviour eg throwing a firework, use of catapaults, water bottles or other 

dangerous weapons 

14.    Possession of offensive weapons which could harm others 

15.    Misuse of mobile phone / internet / cyber bullying (inappropriate use of electronic / IT  

  devices – refer to e-safety policy) 

16.    Repeated or very serious theft; also outside of school whilst in uniform 

17.    Possession of or passing on alcohol/ illegal drugs 

18.   Taking/coming into school under the influence of, alcohol / illegal drugs 

19.    Holy Trinity College reserves the right to consider as a breach of discipline, any action or  

   attempt, which adversely affects the reputation of the school, a pupil, a member of staff or  

   school property, whether the action or attempt is on or off the school premises. 

 

On receiving a maximum of 15 days of suspension in any one academic year, a pupil and his/her 

parents/guardians will be required to attend a meeting of the Board of Governors Disciplinary 

Sub-Committee.  

 



 

Expulsion: The expulsion of a pupil from Holy Trinity College is the most serious 

disciplinary action that can be applied to a pupil. 

 

A pupil shall not be expelled from Holy Trinity College other than by the Board of 

Governors, and only after serving a period of suspension. 

 

If the ongoing behaviour of a pupil continues to cause serious concern then, a consultative 

meeting will be held to consider the future provision of suitable education for the pupil 

concerned together with the possibility of expulsion from Holy Trinity College. 

 

Expulsions usually occur for one of two reasons: 

 

1] “Single major incident” involving gross misconduct 

There may be circumstances where it is appropriate to expel a pupil for a ‘first’ or ‘one 

off’ offence.  The following list is not exhaustive but might include: 

 

 Serious actual or threatened violence against another pupil or a member of staff 

 Sexual abuse or assault 

 Supplying an illegal drug 

 Carrying an offensive weapon 

 Inappropriate use of an electronic device   

 Any action, whether inside or outside school, which in the opinion of the Principal has 

brought the school into disrepute.  This includes the publication or dissemination of 

defamatory, obscene or offensive material concerning the school or any member or 

members of staff or pupil or pupils by whatsoever means or methods to include 

writings, publications, broadcasts, use of computers or slanderous or malicious gossip. 

                                                       

OR 

2] As a “last resort”, that is: 

 “where the school has taken all reasonable steps to avoid expelling a pupil” 

or 
 “where allowing the pupil to remain in school would be seriously detrimental to the 

education and welfare of the pupil, or that of others in the school.” (DFE Circular No 

10/94) 

 

Where an incident occurs which is clearly or may possibly be of a criminal nature, the 

police, parent/guardian together with Senior Management Officer CCMS, Designated 

Officer of the local EA - SELB and Social Services must be consulted by the Principal and a 

suspension invoked immediately, pending arrangements being made for the consideration of 

an expulsion. 

 

Procedures in relation to Dress Code 

The wearing of full School Uniform is compulsory for all pupils at all times during 

the school day, to and from school.  We encourage our pupils to take a pride in their 

personal appearance and to be neat and tidy at all times.  In addition to this, we must 

ensure the health and safety of pupils in a school environment. This especially 

applies to footwear and jewellery. 

 



 

The effective implementation of this Dress Code relies on the co-operation of pupils, 

the integrity and support of parents and the consistent and fair application of the 

Code in school. 

Additional clothing is accepted if it is part of the religious / cultural observance. 

When necessary, the uniform can be adapted to observe religious / cultural identity 

eg, pupils permitted to wear a Hijab.  See Uniform Policy 

 

Smoking and E-Cigarettes 

 

Holy Trinity College reflects Department of Education guidance namely 

 Encouraging a Smoke-Free Environment in Schools (2004) 

 Smoke-free legislation (2007) 

 Encouraging a Smoke-Free and E-Cigarette Free Environment in 

Schools and Youth Organisations (2014) 

Schools plays a key role in seeking to ensure that young people are educated 

about and are aware of the harmful effects of tobacco. Within the curriculum 

there are opportunities to teach young people about the dangers of smoking 

and in taught pastoral care there is a focus on Personal Health and well-being 

which provides resources which address the issue of smoking. 

From December 2017, reflecting the advice of the Chief Medical Officer for NI, 

Holy Trinity College is to take a lead role to ensure that young people within 

our care are educated and developed within a completely smoke-free and e- 

cigarette free environment. Therefore, all Nicotine Containing Products (of 

which e-cigarettes are the most common form), are not permitted in school, in 

line our rules on tobacco products. E-Cigarettes are currently unregulated and 

as such there are concerns about their safe use, particularly by children and 

young people. 

These concerns are detailed in full in the Department of Education’s Circular 

‘Encouraging a Smoke-Free and E-Cigarette Free Environment in Schools and 

Youth Organisations’ (2014) pages 3 to 5. https://www.education- 

ni.gov.uk/sites/default/files/publications/de/2014-25-encouraging-a-smoke- 

free-and- e-cigarette-free-environment-in-schools-and-youthorganisations.pdf 

 

Sanctions with regard to Smoking: 

 

Pupils who are caught smoking in school will have 1 day’s suspension 

https://www.education-ni.gov.uk/sites/default/files/publications/de/2014-25-encouraging-a-smoke-free-and-e-cigarette-free-environment-in-schools-and-youthorganisations.pdf
https://www.education-ni.gov.uk/sites/default/files/publications/de/2014-25-encouraging-a-smoke-free-and-e-cigarette-free-environment-in-schools-and-youthorganisations.pdf
https://www.education-ni.gov.uk/sites/default/files/publications/de/2014-25-encouraging-a-smoke-free-and-e-cigarette-free-environment-in-schools-and-youthorganisations.pdf
https://www.education-ni.gov.uk/sites/default/files/publications/de/2014-25-encouraging-a-smoke-free-and-e-cigarette-free-environment-in-schools-and-youthorganisations.pdf


 

Mobile Phones – See Mobile Phone Policy 
 

Parent App 

 

At Holy Trinity College, we strive to embrace new technologies while focusing on 

reducing our carbon footprint.  Through ParentApp, parents will be instantly better 

informed of your child’s progress in all areas of school life from your smartphone or 

computer.  The App will provide details of the school diary, their child’s timetable, 

school report and achievements and behavior points received by their child daily.  This 

allows the parent/guardian to be informed of how well their child is doing in school and 

focus on and praise the positive comments as well as discuss any behaviour or 

homework comments to prevent further conduct issues that might affect learning and 

progress. 

 

 

Punctuality – See Attendance Policy 

 

Procedures in relation to Detention 
Pupils may be placed on detention for inappropriate behaviour after action has been 

taken by the class teacher and the Form Teacher. A pupil will also be placed on 

After-school Detention when he / she has accumulated 15, 35 and 65 points within 

the Staged Referral process - student sanctions.  This will occur every Thursday from 

3.15pm – 4.00pm. Detention will be issued by the Head of Year.  A record will be 

kept of the number of detentions incurred by each pupil. 

 

If a pupil is present at school and fails to do After-school detention, they may 

incur an additional 5 points and may proceed to receiving an Individual 

Behaviour Plan. 
 

 

Time Out Cards 

Time Out Cards (TOC) are used as part of the Positive behaviour procedures in Holy 

Trinity College. 

Time Out Cards are used as a self-management tool for young people.  An agreement is 

made between the teacher requesting the TOC and the pupil, that the card is used for 

positive time out.  There is agreement that its use is time-bound (no more than 15 

minutes) and that reporting procedures to the agreed personnel are adhered to. 

The effectiveness of the Time Out Cards 

The TOC teaches the student important skills such as: 

- The importance of taking time to calm down until he/she can think and act more 

thoughtfully 

- Self-regulation 

- Self-reflection and knowledge of self to understand triggers to manage oneself 

- Empowerment to stay in control 

- Problem-solving, self-control and self-discipline 



 

Positive time out teaches the valuable life-skill of learning to take time to feel what you 

feel and to calm down until you can behave in a more constructive way. 

Roles and Responsibilities 

Role of Staff Issuing Time Out Card 

When issuing a TOC, explicitly teach the pupils the purpose and the procedures attached 

to the card. It is important that parents/guardians are informed and given as explanation 

as to why their child has received the TOC.  Explain to the pupil that they should not 

precede use of the TOC with a request to use the toilet. 

Role of Staff to whom the pupil reports  

It is important that you monitor the usage of the card. While the TOC has many benefits, 

pupils are in school to learn and it is important that they are not missing long periods of 

their education.  When the pupil has had the time out, and you have assisted with the 

self-reflection and self-regulation, it is important that you escort them back to their 

classroom. 

Role of the Classroom Teacher 

It is important that you accept the Time Out card and email the teacher to whom the 

pupil is reporting – this will be indicated on the TOC.  If there is another adult in the 

room, ask that he/she escorts the pupil to the key adult. 

Role of the Pupil 

When you use your TOC, you should go immediately to the teacher you have agreed to 

report to.   If the teacher is not there, go to the office.   Staff there will locate your Key 

Adult or the adult who issued you the card.  Once regulated, calm and more focussed for 

learning, return with your Key Adult to the classroom.  TOCs should be used for up to 

15 minutes.  The TOC card is for your purpose only to be used to help you to dispel 

worrying thoughts, problem solve any immediate difficulties, get reassurance and then 

return to class to learn.  It is important that you regulate how much you use the Time 

Out Card.  This is an important aspect of self-management. 

 

 

 

 

 



 

Appendix to the Positive Behaviour for Learning Policy – COVID 19 

This appendix will remain in place until COVID 19 is no longer seen as a threat by the 

Government.  It will be subject to review and potential amendments if and when the 

Government guidance changes. 

The staff of Holy Trinity College are committed to providing the best possible 

educational opportunities for our pupils.  We aim to create and maintain a caring and 

supportive environment in which they will flourish academically, socially and 

emotionally, and in which they will develop into independent and self-motivated young 

people. 

Within the context of the general aims, we expect all pupils to behave in a positive and 

responsible manner.  Positive behaviour is encouraged and rewarded through praise and 

public acknowledgement.  We value self-discipline and we encourage pupils to think 

carefully about the consequences of their actions. 

In cases where our pupils’ behaviour does not meet the high standards expected, a 

framework exists in which they are given the opportunity to consider and reflect on their 

behaviour.  A clear sequence of sanctions is also in place to reinforce, where necessary, 

the need for positive behaviour. 

 

Policy in practice COVID 19 

When our pupils return, classroom principles will be shared with them, within the 

context of the present situation and keeping all pupils and staff safe.  These principles 

include 

 Politeness and consideration towards each other and to adults 

 Respect for each other’s and school property  

 Developing a positive working environment 

 Understanding the importance of social distancing and personal hygiene 

Guidelines re. appropriate behaviour will be displayed in the classroom, corridors and 

discussed on a regular basis.  Guidelines will be phrased in positive rather than negative 

terms. 

Pupils will have to follow additional rules during this period. 

 Pupils will follow altered routines for arrival and departure to school and during 

the school day 

 Pupils will follow instructions and routines for hygiene, hand-washing when 

asked by the staff, sanitising on entry to the school 

 Pupils will follow instructions on where they should go in school and endeavour 

not to go beyond the permitted areas. 

 Pupils will walk in orderly lines respecting social distancing 

 Pupils will follow clearly set out expectations for sneezing, coughing, use of 

tissues and their disposal 

 Pupils will inform staff if they think that they have symptoms of the COVID-19.  

The parents/guardians of any pupil displaying symptoms will be contacted to be 



 

sent home.  Until they can be collected from school, the pupil will be isolated in 

a dedicated room near the front office. 

 Pupils will abide by the rules about not sharing equipment 

 Pupils will follow new guidance for break-time and lunch-time and remain in the 

designated areas 

 Pupils will not cough in anyone’s face or toward anyone.  Pupils may not spit 

 Pupils must show respect for and follow instructions of staff to ensure their well-

being and safety at all times. 

 

 Categories of recommended and enabling behaviours to reduce COVID-19 

transmission 

Categories of recommended 

behaviours 

 

1. Maintaining hygiene  

a.  Cleaning hands  Pupils will have access to soap and 

water and sanitiser at all time.  Pupil 

may carry their own personal sanitisers. 

 Wash hands effectively for 20 seconds, 

soaping backs of your hands, between 

your fingers and under your nails. 

 

b. Using and disposing of 

tissues 

‘Catch it – Bin it – Kill it 

 Make sure you have clean tissues 

available. 

 Dispose of tissues immediately in the 

plastic-lined bins covered with lids 

 Train yourself to cough or sneeze into 

tissues (or the crook of your elbow, if 

not available), not your hands. 

2. Avoiding touching  

a. Avoid unnecessary 

touching 

 Avoid touching nose, mouth and eyes 

 Avoid close contact greetings – e.g. 

hugging or shaking hands 

b. Avoid touching surfaces  Avoid touching surfaces at risk of 

contamination e.g. the walls of the 

corridors, stair rails etc 

 Do not handle other pupils’ personal 

objects e.g. mobile phones 

3.  Social Distancing  

a. Maintain personal distance  Do not stand or sit close to another pupil 

or a member of staff – be respectful of 

the 2 metres distance from staff. 

b. Avoid Crowds  Avoid physical gatherings 

 Abide by the one-way system at all 

times 

 Follow the directions of staff when 

entering and leaving school, walking on 

the corridor and entering and exiting  the 

rooms or canteen 

 



 

Aspects of behaviour that are agreed as being unacceptable will include: 

 Physical aggression, violence, hitting or hitting back 

 Intentionally coughing and spitting at any other person 

 Deliberately using other people’s resources and materials 

As well as understanding the guidelines that have been established and agreeing to them, 

it is also important that children understand the consequences of their behaviour, for 

themselves and for others. 

If a pupil deliberately shows disrespect for another person’s health and safety during this 

time by breaking any of these guidelines, they are putting others at risk.  Any pupil who 

commits a serious, or persistent breach of the new COVID-19 protection rules will be 

sanctioned using the full range of sanctions available, dependent on the seriousness of 

the breach, up to and including exclusion from school.  Pupils who deliberately put 

others at risk will be subject to a risk assessment regarding their on-site attendance.   

Due to these exceptional circumstances, and the need to ensure a safe environment for 

our school community, there may be behaviour issues which warrant immediate action 

(where warnings, reflection and time for modification of behaviour might normally be 

our practice), where following a risk assessment, such action is deemed necessary due to 

the immediate threat to the health of pupils and staff in the school and their families. 

Pupils are expected to follow social distancing and hygiene protocols that have 

been implemented by the school under the guidance of the Public Health Authority. 

These regulations are in place in order to keep our school community and their 

families safe. 

As a result of the potential seriousness of a breach of these regulations, severe 

sanctions have been put in place to protect the pupils and staff of Holy Trinity 

College. 

 Failure to comply with Social Distancing and Hygiene protocols will result 

in contact with home. 

 Repeated failure to comply will lead to a one- day suspension being issued 

and the child, on return to school, will be subject to a Risk Assessment 

regarding their on-site attendance. 

 Reckless and deliberate behaviour may result in exclusion because of the 

immediate threat it presents to the health and wellbeing of the pupils and 

staff. 

 

Positive Behaviour when using the Zoom Classroom 

In the event that your teacher uses Zoom as a tool for Distance Learning, it is essential 

that you follow the guidelines in this virtual classroom in the same way as you maintain 

standards of behaviour in the physical classroom. 

 Log into your meeting from a distraction free, quiet environment after informing 

your parent/guardian of your attendance in the Zoom classroom.  Wear suitable 

clothing in the virtual classroom. 

 Keep your audio on mute until you want to speak.  This will help limit 

background noise. 

 Follow your teacher’s instructions regarding switching on or off your video feed 



 

 If you want to speak or answer a question, use the ‘Raise hand’ feature.  Then 

unmute yourself after you are called on. 

 If you would like to use the chat box, remember that it is public and a record of 

the chat is kept and archived.  (Teachers may switch chat off) 

 Have paper and a pen/pencil to take notes 

 Do not share the meeting ID or password with others.  Your teacher will share 

these details with the pupils invited to participate in the virtual lesson through 

their c2k email. 

 

 

 

In the event of inappropriate behaviour during a Zoom or any virtual classroom, your 

teacher will remove you as a participant in the virtual classroom and refer the behaviour 

to the Head of Year.  Any manipulation and circulation of a teacher’s or another pupil’s 

image collected from a virtual meeting organised by the staff to facilitate learning will 

result in referral to the Principal.   The Principal and The Board of Governors reserve the 

right to insist that any footage known to have been recorded on school premises or 

during a virtual lesson will be deleted before the confiscated device is returned.  This 

point is linked to the school’s Child Protection/Acceptable Use Policy.  Depending on 

the seriousness of the incident, procedures in line with the E-Safety Policy may also 

follow, resulting in further sanctions being applied.   

 It should be noted that it is a criminal offence to use a mobile phone to menace, bully or 

offend another person.  Almost all calls, text messages and emails can be traced by the 

PSNI. 
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Signed …………………………………………… (Chairman of Board of Governors)  
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