Formal Incident Recording and Behaviour Monitoring Systems

Purpose
This policy of Spectrum Provision ensures that all incidents involving pupils with Special Educational Needs (SEN) are recorded, monitored, and addressed in a consistent, fair, and supportive manner. It aims to:
· Promote a safe, respectful, and inclusive learning environment.
· Support the individual needs of SEN pupils through tailored interventions.
· Provide accurate records to inform teaching strategies, parental communication, and safeguarding responsibilities.

Scope
This policy applies to all staff, tutors, and volunteers working with SEN pupils within Spectrum Provision's tutoring sessions, both in-person and online.

Definitions
· Incident: Any event where a pupil’s behaviour significantly disrupts learning, poses a risk to themselves or others, or breaches agreed behaviour expectations.
· Behaviour Monitoring: The ongoing process of tracking patterns, triggers, and progress in a pupil’s behaviour to inform support strategies.

Recording Procedure
· Immediate Documentation: Staff must complete a Behaviour Incident Report Form within 24 hours of the event.
· Details to Include: Date, time, location, individuals involved, description of incident, actions taken, and any follow-up required.
· Confidentiality: All records are stored securely in compliance with GDPR and only shared with authorised staff and parents/carers.

Behaviour Monitoring System
· Individual Behaviour Profiles: Each SEN pupil will have a profile outlining their needs, triggers, and agreed strategies.
· Tracking Tools: Use a centralised digital or paper-based log to record both positive and challenging behaviours.
· Review Meetings: Behaviour logs will be reviewed at least once per term (or more frequently if needed) with input from tutors, parents/carers, and, where appropriate, the pupil.

Response & Support
· Immediate Support: Staff will use de-escalation techniques and agreed strategies from the pupil’s profile.
· Follow-Up: Incidents will be discussed with the pupil in a restorative manner, focusing on understanding and learning from the event.
· Adjustments: Behaviour support plans may be updated based on monitoring data.

Roles & Responsibilities
· Tutors: Record incidents promptly, follow agreed strategies, and contribute to reviews.
· SEN Coordinator: Oversee the system, analyse trends, liaise with parents/carers, and ensure interventions are in place.
· Management: Ensure staff are trained and resources are available to implement this policy effectively.

Review of Policy
This policy will be reviewed annually or sooner if there are significant changes in legislation, best practice, or company operations.


