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Policy Aim
This policy is designed to ensure that there is a system for raising behavioural awareness,
whereby pupils respect themselves, one another, and the school. It gives guidance as to the
principles of the school's behaviour systems and provides a framework within which the staff
apply rewards and sanctions. The policy outlines the responsibilities of staff, pupils and parents in
this regard.

Rationale
At Woodford Green Prep School, high standards of behaviour are expected and are
commonplace. We believe that high quality teaching and learning takes place in an environment
that is stimulating and exciting yet is disciplined and supportive. It needs to be an environment in
which clear boundaries are set, an environment in which the children recognise the value of
themselves and each other.

Our approach to behaviour is one built around our four key School Values of Nurture, Curiosity,
Creativity and Excellence.  Our School Values underpin all that we do and are a reference point
for celebrating good behaviour and correcting behaviour which falls short of our expected high
standards.  As a whole school we celebrate the following School Values statements across the
School:

Nurture
● We are kind
● We use good manners
● We are honest

Curiosity
● We explore our ideas
● We can work independently
● We are always learning

Creativity
● We use our initiative
● We welcome new challenges
● We use our imagination

Excellence
● We always try our best
● We celebrate each others’ successes
● We take pride in all we do

.
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The cultivation of good manners and a disciplined atmosphere is the responsibility of all staff and
reduces the need for sanctions. We take a positive view of all children and understand that the
most important means of creating a positive culture is to reward good behaviour*. The School
uses a range of positive rewards with the emphasis on collective responsibility.  House Points can
be gained by all pupils and celebrate our School Values.  A table of our rewards are included,
below. These are not an exhaustive list, but represent some of those that are used and
recognises that they are deployed according to what is suitable to each year group.

Whole school
Prizegiving
Head’s Commendations
Joy Cups
House Points
Positions of responsibility

Year groups (as appropriate to age)
Golden-Time / class behaviour ladders
Stickers
Class marbles/raffle tickets
Classroom monitor roles
Certificates
Show and tell

Our Approach
Our approach is to be proactive and seek opportunities to celebrate our values positively through
positive praise and reward.  We also have an extensive Jigsaw Personal Social Health Education
(PSHE) programme and a range of mechanisms by which children discuss making positive
choices and ‘doing the right thing’.  We very much follow the principle of ‘treat others as you
yourself would wish to be treated’.

The Zones of Regulation is a programme which is embedded throughout the school, from
Foundation One to Year 6 and helps to support pupils to recognise and manage their own
emotions. This, in turn, reduces the chance of pupils taking out personal frustrations on others.

Classes and year groups will have a variety of class-based rewards that are used to positively
reinforce children living out the School’s Values.  Not only are individuals given praise, but also
the class may be rewarded collectively for their effort.  Examples include class marbles which
may build up until a point  where the teacher gives a class reward.  Positive rewards are often
celebrated within the classroom.

There are also whole-school approaches, such as the House Points.  Each class has jars that the
children use to collect House Points, which are then periodically added to the whole school
House Point collection, the totals of which are then announced at each end of term assembly.
The winning house (Greeks, Romans, Trojans) is then awarded the House Point Cup.  The
School endeavours to communicate these achievements through House Point stickers, postcards
home, notes in home-link books or by word of mouth to the parents.  Our newsletters and
eMagazine offer another way to celebrate the hard work and efforts of our children.

Assemblies are often used to give out certificates or awards for particular efforts and
achievements.  The Headmaster’s Commendation certificates are awarded on a half-termly basis
for a particular aspect of our School Values which a child has worked for. Termly Joy Cups are
awarded to one pupil from each class who has been positive and brought joy to others in the
class.

* the school utilises the Family Links programme
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There are also opportunities to visit a member of the Senior Leadership Team or Head to share a
particularly good piece of work or a significant breakthrough in their learning.

Children are also given positions of responsibility within the classroom and in older year groups
there are children who help as Playground Leaders, members of the pupil School Council, as well
as Year 6 ambassadors and the Head /Deputy Head Boy and Head /Deputy Head Girl.  All pupils
are expected to be role models to others.

The standards of behaviour are therefore very good, with high expectations from members of
staff and by the children themselves.

As part of growing up, children make mistakes.  We foster an environment that when their
behaviour falls short of our expected standards, we seek for children to learn from these
mistakes.  Where behaviour impacts others we aim to adopt a restorative approach that allows
good relationships to be quickly reestablished.

When sanctions are applied, we aim to apply them in such a way that will allow children to learn
from their mistakes. The disciplinary structure aims to enable children to be accountable for their
own behaviour, to respect themselves, each other, staff, parents and the belongings of others;
above all to allow excellent teaching and learning to take place. It is built on the premise that
good behaviour is learnt, and as teachers part of our role is to teach good behaviour. An
important aspect of our disciplinary system is that misbehaviour will have a consequence.
However, it is the certainty, not the severity of the consequence which will promote good
behaviour and prevent poor behaviour.

Please see the WGPS Behaviour Diagram (at the end of this document) for a visual
representation of this policy.

Guidelines for dealing with Poor Behaviour
● All staff are responsible for promoting good behaviour.
● Every case will be investigated and dealt with according to individual circumstances.
● Every case will be dealt with fairly and action recorded.
● Sanctions will be applied fairly, firmly, consistently whilst maintaining the child’s dignity.
● We disapprove of the behaviour, not the child.
● Through the actions taken Woodford Green Prep School aims to bring about improvements,

so no absolute rules apply. Discretion will be applied to each case in the hope of affecting
change.

● The School accepts that the mental health of some pupils is affected from time to time by their
personal circumstances and during times of stress allowance may be given in mitigation. The
School must be alert to such instances. We can do much to foster the emotional well-being of
our pupils, and to be of immediate and practical help to them when problems arise.

● The School will make reasonable adjustments for managing behaviour which is related to a
pupil's SEN or disability.

● Children will be given a reasonable explanation of why they are receiving a sanction. It is
accepted, though, that when they are in trouble they feel victimised and that this can
exacerbate their reaction to some circumstances, which will be taken into account.

● Praise and encouragement may be of greater value in some circumstances than disapproval.
● The use of Corporal Punishment and threat of use of Corporal Punishment is illegal in all

circumstances.

* the school utilises the Family Links programme
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● In relation to prohibited items, the Head and staff authorised by the Head may search a pupil
or a pupil's possessions without their consent where they have reasonable grounds for
suspecting that a pupil has a prohibited item in their possession.

● We expect the support of the parents in the application of our sanctions and rewards,
recognising that a consistent approach from both home and school is in the child’s best
interests.

Dealing with poor behaviour is the responsibility of all staff. In the first instance, incidents are
dealt with by the teacher. Thereafter, incidents are dealt with at the appropriate level of sanction
and with involvement of the appropriate level of staff in the pastoral system.

The majority of behaviours are dealt with by the class form teacher, as they know the children the
best and keep close track of the rewards and sanctions that are given. When a parent has a
concern they should in the first instance speak with the form teacher.  Form teachers have
monitoring systems in place and can liaise with parents should any concerns persist or where
there is a period of monitoring required.

Fairness does not mean applying the exact same measures, but rather taking into account the
best way to affect positive change and considering the child involved.

There is no totting up procedure.  However, it is an expectation and requirement that parents
support the School in its application of sanctions and /or mechanisms for follow up.  Parental
cooperation forms part of the contract between the School and all parents of pupils at the School.
A refusal by parents  to support the School’s application of sanctions may be considered a breach
of contract.

Procedures

Pre-emptive Actions
For most occasions, good behaviour and high expectations are established by setting the right
ethos in the classroom and around the School. Children are expected to look smart, treat others
in the community with kindness and respect, and demonstrate outstanding behaviour in the
classroom so that they and others can learn to the best of their ability. Teachers help to create
this environment in the classroom by planning lessons which will stretch and challenge the
children, by using class seating plans, establishing class rules, using a variety of teaching
strategies, body language and gestures. By using carefully chosen language and “least to most”
intrusive strategies, positive relationships are built with and between pupils . Outside the
classroom, teachers can promote good behaviour by being present, and dealing with issues
when the need arises. Whilst on duty, teachers will help establish this environment by taking an
active and proactive role and constantly reminding pupils of high expectations.

Circle Time is used both proactively as part of our PSHE and class discussions and also
reactively as a means to help correct behaviours undertaken by pupils or who have been on the
receiving end of poor behaviour.

Early Concerns
Where there are low level incidents the subject or form teacher will intervene and either talk to the
pupil during the lesson, or at the end of a lesson, depending on the likely time needed and other
circumstances.  If a longer conversation is needed, a teacher may speak with the pupil in a

* the school utilises the Family Links programme
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playtime, depending on the needs of the situation.  Subject teachers will liaise with form teachers
when this has happened.  Form teachers will note these to identify patterns in behaviour.  This
might include persistently calling out in class, forgetting a class rule or attitude to their work.
These are followed up with pupils through early interventions, such as time out in another class,
loss of privilege e.g. golden time or repositioning on class behaviour boards.
Such concerns are not routinely reported to parents as normally a conversation with the teacher
is enough to support a positive change in the behaviour.

‘Concerning behaviours’ (patterns of behaviour)
However, if a pattern begins to be established, then this is recorded as a ‘concerning behaviour’.
In order to address this the parents will be contacted and the school will seek support, where
appropriate, by way of a shared approach. Best practice is for form teachers to contact a child’s
parents by phone or in person.

Contact with the parent is made to allow a conversation and engagement of parental help, should
this be necessary.   Where appropriate, the teacher and / or parent may request a period of
monitoring. Whilst parents may wish to involve a sanction at home, this does not replace any
sanction given by the school.

Monitoring
Behaviour is monitored by the form class teacher.  Where concerning behaviour has been
identified, this may involve the use of a green monitoring card. Monitoring cards can be used for
ensuring an improvement in the behaviour of a child, whether towards their work or other pupils
or adults around them.   Monitoring cards are normally shared with the parents so that they can
help support the school to support the child involved.  Monitoring cards will likely include some
form of targets to achieve within the period of monitoring. They also allow the child to see that
both home and school are supporting them.  When behaviour has not been corrected by this, the
form teacher will normally seek further advice from their Phase Leader, including whether to
escalate further sanctions.  However, should the child have genuinely attempted improving their
behaviour the form teacher may look to another approach that allows the child to complete a
successful period of monitoring. When looking at different approaches, the form teacher may also
liaise with other teaching professionals, such as the School’s Learning Mentor or Learning Skills
Leader.

Deliberate Unkindness
An act of deliberate unkindness should be regarded as a serious matter and will be recorded. It is
normal for children to have disagreements and occasional ‘fallings out’, as do persons in the
wider world.  These will be treated as such, with children encouraged to use a range of positive
strategies for dealing with such at a lower level, unless there is good reason to do otherwise.  We
do not separate  children, unless absolutely necessary, as this is not conducive to them learning
how to manage their feelings and actions.

Escalation
If a strategy or approach has not led to an improvement in the area of concern, the form teacher
may liaise with the Phase Leader and/or other professionals.  Phase Leaders are members of the
Senior Leadership Team and can advise, or for those occasions when there are more sensitive
situations, may be involved in speaking with the teachers, pupils and parents.  A Phase Leader

* the school utilises the Family Links programme
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may also be involved when dealing with incidents when further action is required. Where further
monitoring is needed, orange monitoring cards may be used.

If the circumstances are deemed to be serious by the School there may follow a  further period of
involvement by the Assistant Head or Deputy Head.  This may include time spent away from
class.  Parents are informed of this and that it will involve discussion with the child and some
written work set. If further monitoring is needed by the Deputy Head, a red monitoring card may
be used.

Incidents are only taken to the Head once all the above procedures have been used. However,
some incidents will be so serious that the Head will need to be informed and appropriate
sanctions will be discussed with all concerned.  If a child fails to improve his/her behaviour they
will likely be required to attend a Head’s detention. Parents are informed of this.  This will
normally take place after school, at time of the Head’s choosing.

Serious Incidents of Misbehaviour
Single incidents of serious misbehaviour will be dealt with at the appropriate level and may
involve action by the Phase Leader, Assistant Head, Deputy Head or Head.

Malicious allegations against staff
Where a pupil makes an accusation against a member of staff and the accusation is shown to
have been deliberately invented or malicious, the Head will consider whether to take disciplinary
action in accordance with this policy.
Where a parent has made a deliberately invented or malicious allegation, the Head will consider
whether to require that parent to withdraw their child or children from the School on the basis that
they have treated the School or a member of staff unreasonably.

Exclusions
Only the Head can exclude a pupil. Pupils may be excluded for a fixed (temporary) period or
permanently.

Fixed period / temporary exclusions
For serious or persistent breaches of the School’s behaviour, pupils can be excluded for one or
more fixed term periods not exceeding 45 school days in any one school year.

The Head's decision in the case of temporary exclusions is final.

Alternatives
Before resorting to exclusion the school will normally try the following alternative solutions. For
example:

● A restorative justice process – whereby the harm caused to the ‘victim’ can be redressed
● Internal exclusion (removal from class, but not the site)

Permanent Exclusion
A decision to exclude a pupil permanently will only be taken as a last resort when a wide range of
strategies for dealing with disciplinary offences has been employed to no avail or if an exceptional
‘one off’ offence has been committed, e.g:

• Serious violence, actual or threatened, against a pupil or member of staff
• Sexual abuse or assault

* the school utilises the Family Links programme
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• Supplying an illegal drug
• Carrying an offensive weapon
• Serious theft

A permanent exclusion requires the agreement of the Chair of the Governors.

Appeals
Parents are only able to appeal fixed term exclusions which are for more than ten days or which
would prevent the pupil taking a public examination.
Parents are entitled to appeal to the Governing Body against any permanent exclusion.

A letter stating the intention to appeal should be sent to the Clerk to the Governing body at the
school, and copied to the Head within seven days of the decision being notified to the parents. A
hearing will be set up as quickly as possible, but within ten ordinary, working days of the Clerk to
the Governing Body receiving the appeal request.

The Head will advise the parents of the procedure under which such a review will be conducted
by a panel of up to three Governors (including an independent member if requested). If parents
appeal against a decision to exclude, the pupil will be suspended from School until the decision to
expel or remove has been set aside or upheld.

The Governors’ decision is final.

Covid- 19 and Remote Learning Expectations - Behaviour Policy Annex
(effective from June 2020 to August 2021,)
Please note that whilst the annex no longer applies with the removal of covid restrictions
from 16th August 2021, should government or local authority advice change thereafter,
this annex may be reapplied, so the annex remains published as it outlines general
principles to the School’s approach.

Context

The way schools and colleges are currently operating in response to coronavirus (COVID-19) is
fundamentally different to business as usual. Whilst most children and staff are back in School,
the potential for a covid outbreak in the local area could affect the availability of pupils and staff to
be able to attend school in person (in the event of self-isolation).

Whilst we are not anticipating any future lockdowns, in the event of these being reimposed,
Woodford Green Preparatory School would be asked to provide care for children who are
vulnerable and children whose parents are critical to the COVID-19 response and cannot be
safely cared for at home. This Annex to our Behaviour policy sets out expectations for parents,
pupils and staff.

* the school utilises the Family Links programme
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Rationale

Woodford Green Preparatory School’s rationale remains the same. We have high expectations of
behaviour which is supported by our four key values of Nurture, Curiosity, Creativity and
Excellence. Whether learning in School or at home (if self-isolating) these values are as important
now as they have ever been. Rewards and sanctions will continue to be implemented in their
current model.

We do recognise that any lock-down or self-isolation will mean that pupils will be out of normal
school routines, and so, will, for some children need more careful handling.  Pupils can be
supported by parents preparing their children by talking through the procedures and routines. It
will greatly help them adjust to any changes in the type of schooling.

There will also be a need for all pupils to:
● Work in restricted areas of the school or with a limited number of pupils from other

yeargroups (the previous system of year group ‘bubbles’ has been removed) and within
any demarcated areas outlined by the staff.

● Understand that lessons will not necessarily always take their usual form.

● Understand that their lessons may well be run by staff other than their form teacher (e.g.
for staff needing to self-isolate).

● Understand that there may be restrictions on what equipment they are allowed to shared.

If we feel that a child needs some extra help with this we will speak with the parents to see if
there is any further support that can be given.

Drop off and pick up expectations:

During arrival and dismissal, pupils should remain accompanied by their parents at all times.
Children should not be unsupervised by their parents and a swift drop-off/pick up will be needed.

Remote Learning (if a pupil/group of pupils need to self-isolate)
Should behaviour become a concern while pupils are working at home online, there may be
consequences.The IT team at Woodford Green Preparatory School are able to monitor any
correspondence, and should comments or emails become inappropriate, sanctions will be put in
place such as having the email functions of their wgprep accounts blocked. Conversely, where
behaviour and work are seen as exemplary online rewards such as the Digital Engager award
can be given to pupils. Staff will continue to offer check-ins with pupils in order to ensure their
wellbeing needs are being met. They will also liaise with parents where problems at home have
arisen that may have had an affect on their behaviour. Guidance has and will continue to be sent
out to parents about supporting Remote Learning, including the importance of routine and to limit
‘gaming’ due to its potential negative effects.

See below for the Behaviour Diamond

* the school utilises the Family Links programme
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9


