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Time Out Room 

Pivotal Rationale 

‘If children are constantly sent out of your classroom, you are giving those children the message that learning 

isn’t for them, your class isn’t for them, school isn’t for them, and learning isn’t for them.’ 

Children who end up in isolation rooms are the ones with the most complex needs – those with additional 

learning needs, the most vulnerable, the most damaged, and the ones who are suffering emotional trauma. 

We expect them to be able to do exactly the behaviour they were struggling to do in the classroom but now 

in isolation.  

The instant shock element of the technique is the most impactful but this can only be useful when the 

isolation experience lasts for a maximum of 60 minutes, not hours or days. Every school needs to have a 

place where children can calm down, where children can be separated or given ‘time out’ when it is 

necessary but when it extends to more than an hour we need to question whether it is doing any good at all.  

The poor use of isolation breaks relationships with staff and encourages children to ‘dig their heels in’ more. 

Good faculties work together to consistently re-admit children to classes, with the support of the leadership 

and managers. (Pivotal, 2014) 

Lesson Time Out 

 Limit time in the isolation room up to 60 minutes 

 Staff the room with people who can really make an impact in that time  

 Make sure the isolation room has a ‘revolving door’ – there should be no chance of getting stuck in 
isolation for the rest of the day.   

 If there are children who need extra time out, attach them to a member of staff for ‘walk and talk’ or 
restorative work. (RTL Duty Staff) 

 Make sure your ‘on call’ system is staffed by people who are good at dealing with the issues and 
supporting students straight back into the lesson  

 We can be much more creative with children who are in school in isolation rather than at home to 
help them to repay the debt to the school rather than sitting in isolation. 

 

Planned Behaviour Intervention 

There are occasions where students persist in poor behaviour and have consistently refused to engage in 

restorative measures or their behaviour is so extreme that fixed term exclusion is the next step.  When this 

happens students may require a prolonged period of reflection, support with their behaviour and a sanction, 

short of exclusion, that reinforces school rules and expectations.   

This intervention is a planned activity of one day and is conducted in consultation with parents and with a 

behaviour plan put in place to attempt to mitigate these behaviours re-occurring. 

Students who refuse to engage in Lesson Time Out will automatically be put in a Planned Behaviour 

Intervention.  The Rota staff will log this on SIMs as an S5 

  



Our Best Practice 

To ensure that time out is a last resort, our overriding emphasis is to deal with behaviour in the classroom 

through proactive approaches which reflect our ethos of inclusion for all students.  Behaviour management 

is most effective when we are proactive and consistent with the basics.  These are: 

Leaders must ensure that: 

 There is absolute clarity about the expected standard of students’ behaviour 

 Ready Respect Safe is displayed clearly in classes and around the building. Staff and students should 

know what this means 

 Children actually receive rewards every time they have earned them and receive a sanction every 

time they behave badly 

 Action is taken to deal with ineffective teaching or staff who fail to follow the behaviour policy 

 Students come in from lunch/break and move around the school in an orderly manner 

 The senior leadership team are a visible presence around the school during the day, including in the 

lunch hall and playground, and are not confined to offices 

 

Curriculum Leaders must ensure that: 

In their curriculum areas: 

 Behaviour management is monitored and supported 

 S2 referrals are monitored, and trends and take action to address them identified 

 Support teachers to administer sanctions and ensure that these are followed through 

 Ensure S2 Sanctions are followed up by the teacher 

 Liaison takes place with Year Leaders, as necessary, to support  with individual students 

 There is intervention when teachers are not following the behaviour policy 

 TLR holders in the curriculum areas support the Curriculum Leader in managing behaviour and 

supporting teachers to follow the Behaviour Management Policy  

In the classrooms 

 Ready Respect Safe is displayed clearly 

 Students have clear instructions and expectations on how to behave in that environment 

 Good work and behaviour is celebrated on the walls 

With students   

 Students receive rewards every time they have earned them 

 Students receive a sanction every time they behave badly 

 Both rewards and sanctions are followed up rigorously 

 The behaviour policy is followed 

With parents 

 Teachers make contact with parents regarding behaviour and rewards 

 

 

  



Teachers must ensure that they: 

Classroom 

 Meet and greet students when they come into the classroom. 

 Display rules in the class - and ensure that the students and staff know what they are. 

 Display the Ready, Respect, Safe ethos in the classroom. 

 Have a starter activity in place 

 Follow through with all sanctions. 

 Display the rewards information in class 

 Have a system in place to follow through with all rewards. 

 Follow the school behaviour policy.  

Students 

 Know the names of students and have a seating plan 

 Have a plan for students who are likely to misbehave.  

 Ensure other adults in the class know the plan.  

 Understand students’ special needs.  

Teaching  

 Ensure that all resources are prepared in advance.  

 Praise the behaviour you want to encourage.  

 Praise children doing the right thing more than criticising those who are doing the wrong thing 

 Differentiate.  

 Stay calm.  

 Have clear routines for transitions and for stopping the class.  

 Teach children the class routines.  

 Follow up rigorously on rewards and sanctions 

Parents  

 Give feedback to parents about their child’s behaviour - let them know about the good days as well 

as the bad ones. 

  



Form Tutors must ensure that 

Form Time 

 Ready, Respect, Safe is reinforced daily with the students in their care 

 Attendance processes are followed and concerns are followed up 

 Lates and non-attendance to form is followed up and addressed 

 Uniform is checked, monitored and addressed 

 Planners are checked weekly 

 PSHE is delivered 

 Daily behaviour reports are discussed and addressed with students and followed up 

 Safeguarding and wellbeing concerns are discussed and reported to Year Leaders 

 The assembly protocol is followed and reinforced 

 Actions from Year Team meetings are addressed promptly 

 

Students 

 Know the names of students and have a seating plan 

 Receive important letters, notices and messages 

 Have a plan for students who are likely to misbehave.  

 Ensure other adults in the class know the plan.  

 Understand students’ special needs.  

 Understand student’s wellbeing and safeguarding needs 

Parents 

 Contact parents with attendance and lateness concerns 

 Contact parents with behavioural concerns 

 Respond promptly to parental concerns and pass on to Year Leaders where appropriate 

 

 

 



Process Diagram for Behaviour Intervention

 



  



 

Standard Letter to Parents 

 

<<ParentalAddressee>> 
<<AddBlock>> 

Dear <<Salutation>> 

Reference:  <<ChosenName>> <<Surname>>  – Timeout Sanction 
 

<<ChosenName>>’s behaviour today has been unacceptable and, in line with the school’s behaviour policy, 

<<ChosenName>> will be required to spend a day in timeout on 

 

<<ChosenName>> must report to reception at 8.45 am and will remain in timeout until 3.15 pm. Mobile 

phones will be required to be handed in and will be kept in the time-out room for the day.  Work will be 

provided and is expected to be completed to a satisfactory standard.  <<His>> break and lunchtime will be 

supervised by senior staff.  If <<ChosenName>>’s behaviour during the day is below our expectations, then 

<<he>> will be required to attend an after school detention, on that day, until 4.30pm.  Please can you make 

suitable arrangements to ensure that <<ChosenName>> can get home safely.  

 

A timeout is a serious behaviour intervention, short of fixed term exclusion, and we would appreciate your 

full help so that we can jointly support <<ChosenName>> to improve <<his>> behaviour and attitude to 

learning in the future. 

 

Yours sincerely 

 

 
 

Tony Price 

Deputy Headteacher 

 

  



Student timeout reflection - to be completed by student with support from the timeout duty staff 

Duty Staff  Date  
Period 

In 
 

Period 
Out 

 

Name  Form  Class  Teacher  

Questions Reflection 

How are you feeling 
right now? 

 
 
  

What happened?  

Who else was 
involved? 

 

Why did you behave 
like this? 

I wanted attention  I didn’t understand the work  

I wasn’t interested in the work  I was feeling upset by 
something 

 

I wanted to avoid doing 
something 

 Someone/something has upset 
me 

 

Other 
Reason 

 

What should you have 
done?  
 
 
 
 

 

How will you react 
differently next time? 

 

What effect did my 
behaviour/s have on 
others?  
 
(Who was affected? 
Resolution…) 

 

 

CC: Teacher, CL, YL & KOL 



Planned Intervention Log – Students in Time Out All Day 

(A) Completed by staff referring 
Target score for 
the day /25 

Minimum score for the 
day /25 

Name  Date  

Referred By  Form  

Reason for 
behaviour 
intervention 

 Actions by referrer Date 

Letter sent home to parents (KLO)  

Planned intervention recorded in SIMS (S5)  

Meeting with parent arranged (YL/CL)  

Attendance officer notified (YL)  

Return from exclusion meeting (YL/SLT LINK)  

After school detention pre agreed with parent (YL)  

(B) Completed by duty staff 

Period Work Comments Behaviour 
1-5 Score 

P1   

Duty Staff 

 

P2   

Staff 

 

Break Supervised by Duty HOY  

P3   

Duty Staff 

 

P4   

Duty Staff 

 

Lunch Supervised by RTL Detention Duty.  Takes to lunch  and supervises  

P5   

Duty Staff 

 

After School 
Detention 

Supervised by SLT if minimum points not achieved  

  

CC. YL and KJ to file with copy of parent letter and any statements 

 



Timetable for Time Out Supervision Spring and Summer Terms 2018/19 

Planned Timeout 

Period 
Monday Tuesday Wednesday Thursday Friday 

Time 
Out 

RTL 
Time 
Out 

RTL 
Time 
Out 

RTL 
Time 
Out 

RTL 
Time 
Out 

RTL 

1 VGL MTH RPH OMO SMI KOH KPA JGO JGO KOH 

2 RTH KOH HGO MTH SBE DLA RPH JLI DCO TPR 

Break SMI NBA JRO RUR TPR 

3 RUR OMO JRO JGO ABR OMO SME EME RUR MTH 

4 NBA TPR EWS KOH TPR JLI ABR TPR JRO JGO 

Lunch & S3 DTH EME EME EME EME 

5 SMI DLA JLI EME NBA JGO KOH MTH VGL JLI 

 

SLT Parking Rota 

Period 
Monday Tuesday Wednesday Thursday Friday 

Park Reserve Park Reserve Park Reserve Park Reserve Park Reserve 

1 
JGO 
LZ 

TPR 
Office 

TPR 
WB1 

EME 
EN6 

DLA 
SC3 

JGO 
LZC 

OMO 
DT1 

EME 
EN6 

TPR 
IT1 

EME 
EN6 

2 
OMO 
DT 1 

MTH 
EN8 

DLA 
SC3 

JGO 
LZC 

MTH 
EN2 

 
DLA 
SC7 

 
OMO 
DT2 

EME 
HU1 

3 
MTH 
EN8 

DLA 
OFFICE 

JLA 
LG1 

EME 
EN3 

TPR 
DT6 

DLA 
WB1 

TPR 
WB1 

OMO 
DT1 

TPR 
WB1 

JLI   
LG3 

4 
JLI 

LG4 
EME 
EN6 

MTH 
EN8 

TPR 
OFFICE 

EME 
EN6 

 
JGO 
LZC 

MTH 
EN8 

MTH 
EN8 

DLA 
MA6 

5 
JGO 
DT6 

TPR 
OFFICE 

JGO 
IT1 

 
OMO 
DT1 

JLI   
LG5 

TPR 
WB1 

DLA 
SC4 

DLA 
SC5 

MTH 
EN4 

 

  



Time Out Room Expectations – Students  

 

 Students will remove all in appropriate clothing and sit in their allocated seating plan- a copy of 
seating plan will be in the room. 

 Mobile phones will be switched off and handed in to be kept in individual envelopes. 

 Work will be completed to a satisfactory standard. 

 Break and lunchtime will be supervised- I will support with this on Thursday and Tony on Friday and 
will escort students to toilet and canteen during these periods and escort them back to the time out 
room. 

 Students need to reach their set target score for behaviour. 

 If not they will stay behind for an after school extension, supervised by myself/SLT. 

 Students to work in a quiet and respectful manor at all times. 

 Failure to adhere to the above will result in the student being removed from the time out room and 
they will face the next steps. 

 

Time out room Expectations- Staff 

 

 Staff to arrive on time for their period. 

 Ensure the high expectations are met for the students. 

 Contact SLT for support if a student fails to follow expectations for students. 

 Complete a behaviour score for the students together with a constructive comment. 

 Carry out a restorative justice conversation for the student allocated to them- JRo to allocate students. 

 All paper work will be pre filled ready for completion. 

 P5 staff member to detain any student who has not reached their target score until SLT. 

 All staff to remain in the room until the other staff member has arrived to hand over. 
 


