WOODFIELD ACADEMY

BEHAVIOUR POLICY

Ratified on 23rd October 2019
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1. Aims
This policy aims to:
• Provide a consistent approach to behaviour management at Woodfield Academy
• Define what we consider to be unacceptable behaviour, including bullying
• Outline how students are expected to behave
• Summarise the roles and responsibilities of different people in the academy community with regards to
behaviour management
• Outline our system of rewards and sanctions
All students and staff at Woodfield Academy are entitled to work in a safe and supportive environment where
everyone is valued. The Academy recognises that it has an explicit duty to safeguard and protect children and
young people. This policy should be read in conjunction with the Safeguarding and Child Protection Policy.
2. Our core values
At Woodfield Academy, our expectations for high standards of behaviour are rooted in developing our student’s
attitudes and aptitudes to flourish in to happy and successful global citizens.
The Woodfield Academy core values are:
➢ To be ready for and have pride in all that we do
➢ To show respect to value others and to value our environment
➢ To support our safety and well-being
3. Afternoon Tea/Hot Chocolate Friday
Our core values must be lived through the work and life of the Academy. Each Friday, ten students will be invited
to have Afternoon Tea (Years 5 and 6)/Hot Chocolate Friday (Years 7 and 8) with a member of the senior leadership
team. These occasions support the personal, social, emotional and behavioural development of students and
supports the forming of strong, positive relationships with adults in the academy. It also provides an opportunity
for student voice to be the vehicle to monitor the impact of academy policies and priorities; identify what is
working well in the Academy and gather the views of students for future priorities for improvements. Students
selected are given an invitation in advance on the Wednesday of each week. Over time, all students will have an
opportunity to be invited.
4. Definitions of Misbehaviour
Misbehaviour is defined as:
•
•
•
•
•

Disruption in lessons that stops the teacher being able to teach and the learners being able to learn
Disruption in corridors between lessons, and at break and lunchtimes
Poor attitude
Non-completion of classwork or homework (this will be monitored by the Form Tutor weekly)
Non-compliance to academy uniform

Serious misbehaviour is defined as:
•
•
•
•
•

Persistent breaches of the academy rules
Any form of bullying
Sexual assault, which is any unwanted sexual behaviour that causes humiliation, pain, fear or intimidation
Vandalism
Theft
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•
•
•
•

Fighting
Smoking
Racist, sexist, homophobic or discriminatory behaviour
Possession of any prohibited items. These are:
o Knives or weapons
o Alcohol
o Illegal drugs
o Stolen items
o Tobacco and cigarette papers
o Fireworks
o Pornographic images
o Any article a staff member reasonably suspects has been, or is likely to be, used to commit an offence,
or to cause personal injury to, or damage to the property of any person (including the student)

5. Behaviour management
It is understood by all staff, to ensure consistency, that teaching good behaviour is a vital aspect of the curriculum;
that all staff have a responsibility to be excellent role models; and that courtesy, politeness, punctuality, respect,
conflict resolution and how to promote positive relationships are implicitly taught on a daily basis. There are also
aspects of behaviour that are taught through explicit curriculum areas such as Social and Moral Education (SME).
For some students a structured programme of support (including a Form Teacher Report or Pastoral Support
Programmes PSPs – see Appendices 6 and 7) will also be appropriate. All staff must use rewards, sanctions and
systems consistently to promote an ethos of trust and mutual respect within the academy.
6. Classroom management
Effective learning happens when teachers establish strong, positive relationships with students. Teacher
Standards (see Appendix 3) clearly indicate the expectations we must have of our professional leaders, both
individual and collective, in meeting the needs of all students. Underpinning effective classroom practise is the
class teachers’ ability to be well-organised, well-prepared and must take account of the needs of all learners in
order to maintain a highly effective learning environment. Therefore, lessons must be well-planned, resourced and
delivered with regards to meeting the needs of all students.
Effective learning takes place where all staff set high expectations of behaviour which are clearly agreed,
communicated and embedded in day to day routines and procedures with consistency. We believe that positive
rewards rather than punitive sanctions are essential for the motivation and success of all our students. It is the
responsibility of all concerned to ensure that standards are upheld and that the students are:
•
•
•
•

valued as learners and members of our Academy
actively encouraged to achieve and succeed at a level appropriate to their age and ability
supported to develop independence and personal responsibility at all levels
enabled to express personal viewpoints in a climate which encourages active listening, open discussion and
mutual respect

All students are expected to take responsibility to extend these entitlements to everyone in the Academy and the
wider community.
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7. Physical restraint
In order to maintain safety, and as a last resort; it may sometimes by necessary for staff with appropriate ‘PRICE
training’ may use reasonable force to restrain a student to prevent them:
•
•
•

Causing disorder
Causing harm to themselves or others
Damaging property

Incidents of physical restraint must:
•
•
•
•
•
•

Always be used as a last resort
In line with the BILD (British Institute of Learning Disabilities) Code of Practice
Be applied using the minimum amount of force and for the minimum amount of time possible
Be used in a way that maintains the safety and dignity of all concerned
Never be used as a form of punishment
Be recorded and reported to parents (see Appendix 12)

8. Definition of Bullying
Bullying is defined as the repetitive, intentional harming of one person or group by another person or group, where
the relationship involves an imbalance of power. Bullying is, therefore:
• Deliberately hurtful
• Repeated, often over a period of time
We expect our students to demonstrate and develop mutual respect and tolerance within and beyond the
Academy. Details of our academy’s approach to preventing and addressing bullying are set out in our ‘Anti-bullying
Policy.’
9. Roles and responsibilities
The Trustees are responsible for monitoring this behaviour policy’s effectiveness and holding the senior leaders to
account for its implementation.
9.1 Staff
To ensure that standards of behaviour are maintained, all staff are expected to consistently follow the Academy
policies and procedures. Teachers are expected to:
• establish clear routines for classroom management
• meet and greet students at the classroom doors at the start of each lesson
• supervise students as they are dismissed at the end of lessons and as they transition around the Academy
• ensure work is matched to the ability of all students within a group
• provide attractive and user friendly learning resources
• actively involve students throughout the lesson
• set attainable and realistic targets for each session
• provide constructive feedback through regular marking and purposeful discussions with students
• ensure records of progress are up to date and inform planning
• keep Form Tutors and parents updated about student progress in line with the academy reporting
arrangements
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Good behaviour and work must be rewarded regularly by:
• fostering a friendly atmosphere
• ensuring that the teaching environment is conducive to learning is maintained at all times
• giving words of encouragement in a timely manner
• sharing examples of good work and pro social behaviour
• professionally displaying work to celebrate examples of excellent standards of achievement and
expectations across all areas of the curriculum
• celebrating achievements in assemblies and through the rewards framework
• listening and taking appropriate action when students express concern
9.2 Parents/Carers:
Parents/carers are expected to:
• Support their child in adhering to the ‘Student Code of Conduct’ which is based on our three rules;
Be ready and have pride, Be respectful and Be safe
• Support the academy in its implementation of the behaviour policy
• Inform the academy of any changes in circumstances that may affect their child’s learning and behaviour
• Discuss any behavioural concerns with the appropriate staff member promptly
10. Student code of conduct
Be ready and have pride
You must be ready to learn every lesson of every day. To be ready, you need to:
1. We always sit straight in our chairs.
2. We take the equipment we need to lessons.
3. We wear our uniform correctly, we look smart and take pride in our appearance.
4. We present our work following the school’s expectations.
5. We use equipment appropriately and at the appropriate time.
Be respectful
To be respectful, you need to:
1. We listen carefully to our teachers.
2. We do not shout out and do not disrupt the learning of others.
3. We arrive to our lessons on time.
4. We use manners to show respect to our peers and all adults.
Be safe
We want everyone in academy to be safe and feel safe. Everybody should feel safe to be themselves, to be able to
share their ideas and fulfil their potential. To make sure everyone is safe, you need to:
1. We make our way to lessons quickly, orderly and calmly.
2. We walk on the left and follow the one way system.
3. We line up sensibly by facing forwards, quietly and ready for instructions.
4. We sit in the seats that our teacher has instructed us to sit in.
Always tell an adult if you are worried about someone’s behaviour towards you or anybody else.
11. Rewards and sanctions
It is recognised that praise is more effective than punishment and that positive behaviour and good attendance is
more likely to be fostered in a climate of rewards and encouragement. The academy has a clear and agreed
framework for rewards and sanctions (see Appendices 2 and 3). The positive and negative points that support the
rewards and sanctions framework are recorded and monitored using an electronic system – Class Charts.
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It is recognised that sanctions are necessary as a deterrent and that they are most effective when they are closely
linked to the offence, administered as soon as possible afterwards, consistently applied by all staff and are
designed to teach positive behaviour and not used solely to punish - Restorative Conversations (see Appendix 8)
will be used to rebuild and repair the relationship of student and teacher. A restorative conversation will be held
at 3:20pm and pupils will be dismissed by a member of the senior team at 3:50pm. Pupils will work with the class
teacher to resolve any issues that arose during the lesson and discuss strategies to support pupils making the
correct choices during the next lesson. The notes from the conversation will then be sent home for parents to
read, discuss and sign. The form needs to be returned to school the following day.
Behaviour sanctions will be applied where a student has misbehaved off-site when representing the academy,
such as on an academy trip or on the bus on the way to or from academy.
12. Breaktimes and Lunchtimes:
Positive contributions made by students demonstrate their sense of belonging and pride in ‘their Academy.’ Break
times and lunchtimes are parts of the Academy day and the standards of behaviour during these times are
expected to be maintained to the high standards set in the student code of conduct.
Students will be recognised for ‘exceptional attitudes and behaviours’ demonstrated at all times. Exceptional
attitudes and behaviours are defined as actions and choices that demonstrate a student has maintained the
expectations set in the student code of conduct and have acted in ways that demonstrate their contributions are
above and beyond this.
Break times
Students can be awarded up to 5 Positives or a ‘Green Leaf Nomination’ by a duty teacher for actions and choices
that are above and beyond expectations in the student code of conduct.
Lunchtimes
Students can be awarded Merit Raffle Tickets by the mid-day supervisory team. When awarded, students receive
5 Positives and are put in to a fortnightly prize draw announced in Celebration Assembly.
12.1 If a student conducts themselves in ways that breaches the student code of conduct outside of classroom times:
Breaktimes
Duty teachers must remind students of the expectations in the student code of conduct to support the student to
modify their behaviour and choices. If a student does not modify their actions and choices, the duty teacher will
supervise the student for time out in accordance to the incident (e.g. 2 to 5 minutes). If poor behaviour still persists
the in class behaviour response will be used resulting in a Restorative Conversation.
Lunchtimes
Mid-day supervisors are expected to remind students of the expectations in the student code of conduct to support
the student to modify their actions and choices. If a student does not modify their actions and choices, the Heads
of Key Stage will supervise the student for time out in accordance to the incident. The incident is recorded and
logged on Class Charts by the Head of Key Stage.
In more serious incidents details need to be recorded using the Incident Report Form (see Appendix 9).
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13. Mobile Phones
Students should, where possible, refrain from bringing mobile phones to academy. If they do bring a phone to
academy with them, they are to hand the phone in to ensure the safeguarding of other students and staff on the
premises.
Phones handed in before academy:
•
•

Phones are to be labelled by students (with their name and class) and handed into Mrs Stafford at reception.
Students are to leave via the front door and walk around to their appropriate gate. The phone will be placed in
a box directly relating to the students Year group.

During the academy day:
•

Student’s phones will be locked securely in the cupboard in reception. A student leaving early for an
appointment has the opportunity to collect their phone from Reception.

Collecting phones at the end of the day:
•
•

Mobile phones need to be collected from 3:15pm onwards.
Year 5 & Year 7 will collect their phones from the door near Nurture where a member of staff will give them
out.
Year 6 & Year 8 will collect their phones from the door near 805 where a member of staff will give them out.

•

This job will be delegated to key staff on a rota.
This is an ideal opportunity to catch up with some of our harder to reach students. Positive reinforcement and
support shown in these small conversations allows students to “check in” and relay worries or concerns.
•
•

If a student is found to have a phone in their possession, their phone will be confiscated and handed back to
them at the end of the day in the first instance
Should this become a repeat offence, the Form Tutor will contact the student’s parent/guardian to ask them
to collect the phone and the student will no longer be allowed to have their phone in academy

14. Confiscation
Any prohibited items (listed in section 6) found in students’ possession will be confiscated. These items will not be
returned to students. We will also confiscate any item which is harmful or detrimental to academy discipline.
These items will be returned to students after discussion with senior leaders and parents, if appropriate. Searching
and screening students is conducted in line with the DfE’s latest guidance on searching, screening and confiscation.
15. Pastoral Care
We at the Academy believe that a key factor in our success is a comprehensive pastoral care system which
recognises the needs of individual students.
The Academy will work with feeder academies and multi-agency services to ensure that needs of individual
students are identified and fully met. Behaviour, absence, attainment and progress will be monitored and all staff
will take responsibility for informing Form Tutors of student needs.
Where vulnerable students with high level of personal, social and emotional needs cannot be met adequately
within the classroom, these are addressed through a dedicated Pastoral Support Unit with appropriately trained
staff.
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The Pastoral Support team seeks to work with staff to:
o
o
o
o
o
o

create a safe, nurturing and welcoming environment which values individuals and provides positive messages
about self and mutual respect, self-esteem and self-image, motivation and achievement.
assess and identify the individual needs of each child at the earliest stage, using all available information,
liaising with staff and external agencies as necessary.
provide a programme of focussed support based on assessment
monitor progress and report termly against objectives.
re-assess and update assessments at appropriate intervals and respond flexibly as needs change.
avoid the risk of developing a dependence culture and work with staff to develop effective practice, overcome
barriers to learning and secure the successful re-integration of students back into classroom with their peers
as soon as possible.

16. Student transition
To ensure a smooth transition to the next year, teachers prepare detailed ‘Transition Notes’ to pass on to the
receiving teaching teams. Students have planned transition sessions with their new teacher(s). Information on
behaviour issues may also be shared with new settings for those students transferring to other academies.
17. Staff Training and Development
Staff are provided with training on managing behaviour as part of their induction process. Behaviour management
will also form part of continuing professional development.
18. Monitoring Arrangements
This behaviour policy will be reviewed annually by the Senior Leadership team in collaboration with teaching and
support staff. The policy will then be ratified by the Board of Directors.
19. Links with other policies
This behaviour policy is linked to the following policies:
• Exclusions policy
• Safeguarding policy
• Anti-Bullying Policy
• Attendance
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Appendix 2
Woodfield Academy Rewards Framework

Positives/Rewards

Head Teachers Award - termly
 Students awarded for exceptional achievement and contributions
to the Academy

50 positives/Certificate*
Postcard home

Award for Excellence – nominated for:
 96% and above attendance
 No behaviour points issued

30 positives/Letter home from Head of
Key Stage

Award for Effort – nominated for:
 Termly form tutor award sustained and consistent improvement
in effort
 Academic or behaviour

30 positives/Letter home from Head of
Key Stage

100% Attendance – termly

Prize

Green Leaf
 exceptional act of community spirit that is over and above what
is expected of all approved by SLT/Pastoral Team

25 positives/ Certificate*
End of Year Trip

Representing the Academy
 Sports, Performance, Team or solo
 Open Evening and Parents Evening support

15 positives

Head of Department Commendation
 Consistent application in the subject area
 Excellent achievement
 Significant improvement in attitude or outcomes
 Homework completed to a high standard consistently

10 positives/ Postcard home

Student of the Week
 Chosen by form tutor every week

10 positives/Certificate*
Prize draw entry every term*

Outstanding Star
 Effort and achievement in class and/or for homework

5 positives/Certificate*

Freddo Friday
 Awarded to the class with the highest attendance every week

5 positives/Freddo chocolates

Club
 Attending an extra-curricular club

5 positives

Lunch Time Merits
 Students acting above and beyond expectations

Raffle ticket for fortnightly prize draw

Form Tutor Positives (per week awarded on a Friday)
 Correct uniform
 100% attendance

5 positives
5 positives
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Positives – awarded for students displaying ‘positive’ behaviours such
as:
1 positive each

Positive Rewards
Bronze 250 Positives - Certificate and badge*
Silver 500 Positives - Certificate, badge and a academy stationery
shop voucher*
Gold 750 Positives - Certificate, badge and a non-academy
uniform day *
Platinum 1000 Positives - Certificate, badge and a non-academy
uniform day with a friend*
Sapphire 1500 Positives - Certificate, badge and a £10 ‘Love to
Shop’ voucher*
Diamond 2000 Positives – Woodfield Academy Roll of Honour and
End of Year academy trip fully paid*
*Rewards will be given to students in fortnightly ‘Celebration
Assemblies’ or in ‘End of Term Celebration Assemblies’.
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Appendix 3
Woodfield Academy Sanctions Framework
Classroom Behaviour Management
All staff to ensure that lessons are thoroughly planned and classroom environment is
ready for learning to take place. All teachers to meet and greet their students at the
classroom door and supervise corridor behaviour during transitions.

Negatives/Behaviours

As part of teaching standards teachers are expected to lead and manage behaviour
effectively:
Refocus – Teachers should explain to the student how their behaviour has impacted on
their own and others learning. This warning stage must not be bypassed – and the
student should understand that further incidents will be logged.
1. Individual Warning – This warning stage must not be bypassed – teachers need
to ensure the student understands that now they are part of a process that he /
she are in control of. Click the appropriate button on Class charts to match the
behaviour. This behaviour carries –1 points.
2. Final Warning – This warning stage must not be bypassed – teachers need to
ensure the student understands that further incidents will trigger an after school
restorative process. This warning will be logged using the -2 button in Class
charts AND a note is added to explain the behaviours and actions taken. This
behaviour carries –2 points.
3. Restorative Conversation – Teachers need to explain that they have made the
wrong choices to this point and their behaviour is still unacceptable. A
restorative conversation will take place. Teachers will press the -3 button on
Class charts. This will prompt the teacher for a note to be added. Once clicked
the support team will act upon this event. Your note will need to start with the
following:
NO SUPPORT needed. The sanction has had the required outcome and the lesson can
continue without interruption. The support team will visit for a check-up at some point.
PUPIL PARKED the teacher will send the pupil to the neighbouring
classroom. The support team will prioritise for a check-up. Click the park button on Class
charts.
SUPPORT NEEDED – You are listed for a priority visit. If the pupil’s behaviour prevents
the learning of others he/she may be removed and stage 4 begins.

Individual Warning

Final Warning

Restorative
Conversation

Restorative Conversations– In the event that a pupil fails to respond to the behaviour
process and any de-escalation techniques that staff have used to support the pupil with
their behaviour the pupil who has received -3 will receive an ‘After School Restorative
Conversation’ – from 3:20-3:50pm. The admin team will inform parents that the pupil
will remain at school the following day. The teacher who issued the sanction will attend
the meeting and complete the form, encouraging pupils to discuss the impact of their
behaviour on learning. The form will be taken home and signed by parents/carers and
returned to school the following day.
Failure to comply with the above will mean pupils will be placed in an after school the
following day and in some cases secluded from lessons.
Pastoral Support – In the event that a pupil fails to respond to the behaviour process
‘Pastoral Support’ is actioned. A member of the pastoral team will remove the child from
the lesson into the support unit. This is response can only be recorded in Class charts by
a member of the Pastoral Team. Subsequently, the pastoral team and SLT will decide the
length of time a pupil stays in the support unit.
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Behaviour triggers a second restorative conversation in the same week.
The Restorative Conversation Alert is sent home and the form tutor is notified by the
Pastoral team. The form teacher will place the pupil onto a weekly tracker to monitor
pupil’s behaviour and look for patterns to support the pupil in difficult lessons.

-10 received in 1 week

Where a tracker is unsuccessful or pupils who trigger more restorative conversations the
pupil will be placed on a Head of Key Stage tracker for a week. This tracker will monitor
behaviour closely focussing on behaviour in a day rather than the whole week. The
tracker will also have three personal targets for the pupil to work towards.
Where a tracker is unsuccessful or pupils who trigger more restorative conversations the
final stage will be pupils being issued with a Pupil Support Plan (PSP). The support plan
will involve the pupils, parents/carers, Form tutor and Head of Key Stage. A daily report
card will be used and this will be reported to the Head of Key Stage at the end of each
day.
Decisions for the following steps will be taken with reference to the school’s Exclusions Policy
Serious Incident - Internal Seclusion (causing concerns for their own safety and that of
-5
others or the detrimental impact of their actions on the learning of others)
1. Serious Incident reported to and investigated by Senior Leadership Team.
Teacher to complete Incident Report form and provide to SLT as soon as
possible immediately after the incident.
2. Parents will be informed.
3. A student in an internal exclusion must attend and will be isolated from the rest
of the academy community. The period of an internal inclusion will be
determined by the severity of the incident by the Senior Leadership Team.
4. Senior Leaders to inform teachers of the decisions taken. Teachers are required
to ensure work is provided for continuity and reintegration.
5. The student is required to arrive via reception and is collected by a member of
staff.
6. All lessons, break and lunch will be managed by the pastoral team.
7. Restorative meeting to be held as soon as possible.
8. Meeting with student, parents/carer and staff involved prior to reintegration.
Fixed Term Exclusion - (persistence and/or severity of behaviour which impacts on their
own safety and that of others)
1. Serious Incident reported to and investigated by Senior Leadership Team.
Teacher to complete Incident Report form and provide to the Head of Academy
as soon as possible immediately after the incident.
2. Parents will be informed in writing, including details of reintegration meeting.
3. A student with a fixed term exclusion will not attend academy. The period of the
exclusion will be determined by the severity of the incident by the Head of
Academy.
4. Senior Leaders to inform teachers of the decisions taken. Teachers are required
to ensure work is provided and sent home for continuity and reintegration.
5. Meeting with student, parents/carer and Head of Academy following fixed term
exclusion.
Permanent Exclusion – A permanent exclusion is the last resort and is often proceeded
by supportive measures (although not in all circumstances). A permanent exclusion will
be issued in response to:
• Situation whereby allowing a student to remain in academy would seriously
harm the education or welfare of other members of the academy.
• A history of persistent disruptive behaviour and the academy feels that the
student has been unable to respond to all internal support mechanisms provided
by the academy.

-15
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Appendix 4

‘Helping everyone reach their potential.’

BEHAVIOUR SCRIPTS FOR STAFF @ WOODFIELD ACADEMY
At Woodfield Academy we live by 3 key rules.
1. Be safe
2. Be respectful
3. Be ready and have pride
We have high expectations of all of our pupils. When addressing a pupil for any behaviour issue insist that they stand up straight,
hands are out of pockets, uniform is worn correctly and the pupil maintains eye contact throughout the conversation.
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Behaviour issue

1. Pupil not
wearing
the
correct
uniform

Pupil Expectation

Staff Expectation

Pupils are expected to
wear correct uniform at all
times with no
personalisation.

Tutors check uniform during form
time.
KS2
Mon, Tues & Fri – entering assembly.
Weds & Thurs – check in form time.
KS3
Mon, Thurs & Fri – entering
assembly.
Tues & Weds– check in form time.

Outdoor jackets and
jumpers can be worn at
break and lunch times.
However, they must be
removed once inside the
building.
Correct uniform:
Blazer
Shirt
Tie
Skirt (appropriate length)
or Trousers
Black or grey socks
Black school shoes
Jewellery:
One pair of stud earrings
Watch
Long hair should be tied up
for DT, PE and Science.
Natural make up

Ensure there is a record of who you
need to check the next day. This can
be found in your class folder.
ALL staff to challenge noncompliance for uniform at all times.
e.g. On the playground, passing
toilets, on the corridor, when
entering the classroom, in the
classrooms, in assemblies etc. for
pupils you know and don’t know.
Teachers and LSAs to check uniform
before pupils enter the classroom
and do not allow pupils to leave class
until uniform is smart.
Praise pupils for making the effort to
wear a very smart uniform.

Script / Actions

Simple instructions:
Something friendly and nice about the importance of representing Woodfield
and looking smart and ready to learn.
I know you think that this may look cool, but (smile nicely…)
Tuck your shirt in, thank you.
Let’s be proud to be a Woodfield pupil.
Wear your uniform with pride.
Why should we wear our uniform correctly?
What does having pride mean?
Tutor Time
If a pupil has a genuine reason for not having a full uniform and has a note from
home or parents have contacted the school to explain, then do not issue a
consequence.
Tutor issues a uniform -1 on class charts – letter sent home. Give the pupil a
week to purchase/replace uniform/rectify.
Second time for the same or a new uniform issue log a -1 phone call home is
made and a date is set for the issue to be rectified.
Third time for the same issue or a new uniform issue log a -3 – text home. The
pupil will be expected to attend after school detention.
This is not re-set each term; the consequences continue throughout the year.
If a pupil persistently does not wear their uniform, then the tutor must call
home and discuss this as a form of non-compliance.
Tutors should note any uniform issues in tutor group, issue the relevant
consequence and send pupil to in registration time to meet set expectations.
Tutors should then follow through the next day to ensure compliance.

In all cases – Keep a record
Lesson Time
If a pupil persistently turns up to lessons without the correct uniform
compliance. E.g. shirt not tucked in, hoodie on with/without blazer, skirt rolled
up, tie off etc. Then issue -1 and notify form teacher.
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Behaviour issue

2. Pupil not
carrying
the correct
equipment

Pupil Expectation

All pupils are expected to
carry:
Blue handwriting pen,
pencil, ruler, rubber and
necessary equipment in
their pencil case.
Pupils are expected to
carry their planner and
their reading book to every
lesson.
The correct size water
bottles have been provided
by the school and can be
replaced at a cost of £?
Pupils write in pen and
draw in pencil.
Pencils are to be used in
Maths.

Staff Expectation

Tutors to do spot equipment checks
once a week, keep a record and log
consequences on class charts.
Pupils can place equipment on the
table in the classroom and water
bottles to be put into boxes.

Script / Actions

Please can you bring one in from home?
This needs to be done by tomorrow, otherwise it will be a -1 for equipment as
you are not prepared for your lesson.
This demonstrates you are not in the right frame of mind for learning.
What does being prepared look like?
Why should we be prepared?
*LEND EQUIPMENT IN THE FIRST INSTANCE.

Pupils will not be given permission to
fill their water bottle during lesson
time.
Teachers to keep some spare
equipment to lend pupils for the
duration of the lesson to avoid
disruption. Monitors can be used to
count items in and out.

If a pupil persistently comes to lessons without equipment contact the form
teacher via email to share your concerns.
Form tutors remind pupils what is needed and the expectations, give pupils a
time frame to rectify the situation. If the pupil is PP we can provide a pencil
case with items and a cost to replace can be requested if a pupil loses borrowed
equipment.
For a second day/the situation has not been resolved and the pupil is still
without the correct equipment or reading book form tutors should record one 1 (or more as appropriate) where you feel they would normally have their kit.
For a third occasion of each issue a -3 should be given, which will result in a
form tutor contacting home and a detention after school.
In all cases keep a record.
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Behaviour issue

3. Disruptive
behaviour
in
corridors
or moving
around
school

Pupil Expectation

•

Pupils expected to walk on
the left-hand side of all
corridors.

•

Pupils are expected to
adhere to the one-way
system at all times.

•

Pupils must be polite and
courteous at all times.

•

Pupils must follow
instructions the first time of
asking.

•

Pupils are not to wait for
friends and move along to
their next lesson.

•

Pupils are not to use the
time between lessons to
refill water bottles.

•

No eating in corridors.

•

Pupils are expected to line
up quietly and sensibly
before entering their lesson
to ensure they are in the
right frame of mind to
learn.

•

Pupils are expected to get
outside to break as quickly
as possible.

Staff Expectation

All staff to be out on the corridor
supporting each other at lesson
changeover, whether you are
expecting a class or not. There is
also a nominated LSA for each area
in school.
All staff are to actively challenge
noisy or disruptive behaviour. We
are to challenge pupils who do not
follow any of the expectations
when moving from lesson to
lesson, break or lunch.

Script / Actions

At every opportunity put the energy into reinforcing expectations
repeatedly and consistently by referring to Woodfield 3 rules.
Are you behaving in the way we expect a Woodfield pupil to behave?
Are you safe?
Are you following the Woodfield way and showing kindness and respect?
Do you know why I have stopped you?
What is respect?
Have you shown respect?
Have you displayed the correct manners?
Is this behaviour safe? Why not?
What is safety? Why is it important?
Proceed to explain the reasons for the request, reminding pupils of their
expectations.
If the behaviour is not moderated issue a -1 on class charts.
If the pupil continues to misbehave, disobeys the instruction or is rude
issue a -3 (an after-school detention) this is to be logged on class charts.
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Behaviour issue

4. Pupils not
entering or
exiting a
classroom in
a manner
that meets
expectations

Pupil Expectation

If pupils arrive before the
teacher, they wait lining up
quietly, in a fashion already
explained by their teacher.
Do not stand in groups.
Pupils to enter quietly, stand
behind seats and be asked to
sit. They should then ready
themselves to learn by
organising equipment.
Blazers can be removed if
the classroom is warm.
At the end of the lesson
pupils to stand behind their
chairs in silence with all
equipment packed away with
blazers on. Chairs are to be
tucked under the table and
when uniform is smart pupils
can be dismissed.

Staff Expectation

Teachers welcome the class at the
door at the same time monitor and
challenge corridor behaviour.
Pupils to enter in an orderly
fashion, but not necessarily
silently.
Provide an activity to immediately
engage the pupils e.g. questions
on the board.
At the end of the lesson, pupils
told to stand behind their chairs
silently.
Teachers to dismiss the pupils
from the door, table by table or
row by row calmly into the
corridor. Make sure uniform is
correctly worn.

Script / Actions

If a pupil has entered in an inappropriate manner:
Your entry to my classroom does not meet my expectations because…….
Please can you leave, think about how you entered, what you should do
differently and try again.
Are you prepared to learn? What is demonstrating you are in the wrong
mind-set?
Why is being prepared important?
Are you being respectful?
Who is your behaviour impacting?
Please allow pupils who are following the rules and lining up correctly to
enter the classroom and settle to task set.
Line pupils who cannot enter the room correctly again and only allow
them in when you are happy, they have met your expectations.
Use the school’s consequence system -1/-2/-3 to follow through
behaviours that do not meet expectations.
They can owe time in an after-school detention of any time wasted or not
getting started on the task as soon as they are asked.

If a pupil has entered the
classroom in an inappropriate way,
send them out and make them reenter the room meeting
expectations.
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Behaviour issue

5. Pupils
arriving late
to a lesson

Pupil Expectation

Pupils to arrive promptly to
the academy and line up in
the designated area to be
collected by their form
teacher.
Pupils who arrive from 8:45
till 9am are to sign in at the
computer in reception and
go straight to their form or
join assembly.
Pupils who arrive later than
9am are to report to Mrs
Taisler.
Pupils to be on time to all
lessons by moving quickly
between lessons.
Pupils to have a note or email to explain why they are
late.

Staff Expectation

Dismiss your class promptly and
avoid delays for the next teacher.
Give a pupil a note if they are
leaving late and always expect a
note if a pupil arrives late.
Pupils are late if they arrive less
than 10 minutes after the start of
the lesson. After 10 minutes this
will be classed as truancy.
Challenge all lateness. Pupils
arriving late should use their
manners, apologise and quickly
take their seats.
Pupils are late in the morning if
they arrive after 8.45 a.m.
Pupils are late in the afternoon if
they arrive to class at 1.20 p.m.
Praise and thank pupils that have
arrived on time, take the register
promptly so you know who should
be present.
Start the lesson promptly with a
short sharp entrance activity.

Script / Actions

Why are you late?
Have you got a note from the teacher?
Did the teacher say that they would send an e-mail?
Being late is disrespectful, you have held me back from teaching and other
pupils from learning. This is very disappointing.
What is being respectful?
How do we show respect?
Who have you disrespected?
You will need to make this time back at…
Persistent lates will be added up and you will receive an after-school
detention to make up the time.
If no note, e-mail or valid reason, the pupil must be challenged and
consequences given.
Log -1 for lateness on class charts using the late button. Please specify
how much time of the lesson was missed so that this can be accumulated
over the week for pupils who are persistently late.
Pupils will need to make the time up in a private detention during their
own time decided by you as the teacher.
If a pupil is over 10 minutes late this is classed as truanting. This is a
safeguarding concern and a red hand should be sent to reception.
For persistent lateness please inform the class teacher and the behaviour
team. If this is an issue for your lesson only please contact home. If the
issue affects other classes please contact form teachers in the first
instance. Time will be made up in detention after school.
If lateness still persists form teachers are to contact HOKS.

Lead by example by being there to
greet them and be on time for
your lessons.
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Behaviour issue

Pupil Expectation

6. Disruptive
behaviour in
lessons

Pupils expected to
display an
outstanding attitude
to learning and
excellent behaviour.
Pupils not to talk
when the teacher is
talking.
Pupils must not
shout out in lessons
and should raise
their hand if they
wish to share –
unless instructed
otherwise.
Pupils to sit up
straight and look at
the teacher when
the teacher is
talking.
Pupils must not
leave their seat
unless given
permission to do so.
Pupils should
complete the set
task adequately and
present their work
neatly.

Staff Expectation

Staff in corridor and standing at the
door to ensure a calm entrance.
Welcome as many pupils as possible.
Clear classroom routines and rules are
embedded practice and consistently
applied. Please share our expectation
slide at the start of every lesson.
Keep calm and stay in control, adjust
volume but not necessarily shouting.
Do not take negative behaviour
personally.
Focus on positive behaviours in the
classroom and draw pupil’s attention
to these.
Use class charts to record both
positive and negative behaviour.
Have an agreed ‘Parking Buddy’ so
that pupils who are parked out of your
lesson have a classroom to work in
and staff are aware that pupils may
arrive.
If placing a pupil in isolation, you need
to:
1. Write a clear log of all incidents
which lead to a pupil being
isolated.
2. Make the Form teacher and SLT
aware by using class charts to
notify staff using the share option
when logging the behaviour.

Script / Actions

At the door:
Good morning/afternoon, how are you today?
Offer a compliment, positive reinforcement and/or ask a question.
From the first moment celebrate pupils acting in the correct manner.
Refocus – a polite reminder of expectations.
Individual warning - A warning about their behaviour, a reminder of our rules
and your expectations. This is to be recorded on class charts as a -1 using the
buttons available.
Final Warning - If behaviour continues or a new behaviour is disrupting learning a
-2 is awarded. This is the opportunity to talk to pupils 1:1 and discuss their
behaviour. Remind them for a final time of expectations, of previous positive
lessons and be optimistic in their ability to change the situation.
Restorative Conversation - If the pupil persists in disrupting the learning of
another pupil’s award them with a -3. This will trigger a restorative conversation
and notify the pastoral team. The pupil will then be in detention after school for
30 minutes. Where you will need to complete the conversation with them.
Any incident of:
I’ve asked you to…
Verbal or physical aggression
I expect you to…
Theft or damage to property
I have given you a warning…
Or refusal will result in a -3 support call.
I am expecting you to…
I was really pleased when… now I would like you to…
You know our expectations, our rules and now I would like to see you…
Previously you…
Let’s work together…
Remember at this stage you have the opportunity to… otherwise you may face…
*Keep all instructions brief, clear and concise, use a firm tone and say ‘Thank
you’. It is important to use de-escalation tactics.
Your behaviour means that I am now giving you a restorative conversation, this is
because… You have not followed the… school rules. These rules are designed to
keep us safe and ensure the learning of others as well as yourself.
You now need to settle to the task I have set you.
Unfortunately I feel that you will not be successful in accessing the rest of this
lesson therefor you need to elsewhere…
Page 21 of 39

Behaviour issue

Pupil Expectation

7. Incomplete
work/Poor
presentation

Work is to be completed to
the required standard.

Ensure pupils have the correct
equipment at the start of lesson.

Date and LO recorded
(Short date in maths and
long date in all other
lessons).

Lend equipment where appropriate.

Underlined with a ruler and
a pencil.
JOTD to be used in English
lessons.
Written work should
always be in the correct
pen.
Handwriting and
presentation should be at a
consistent level for each
individual – flick through
book and show
expectations.

Staff Expectation

Check Date and LO are underlined.
Ensure work is completed to the
expected standard and that
instructions are clear and concise.

Script / Actions

What are our presentation guidelines?
What should we do with an error?
Why should we take pride in our work?
What does that mean?
This is not an acceptable amount of work/presentation. Let’s look back
through your book and find examples we both feel you should work
towards.
You have not completed the set amount of work, if this is not done in….
minutes you will need to stay back and complete it during your own time.
If work is unacceptable or the task not completed pupils will need to be set
a private detention by yourself.
Record this on class charts as a -1 please specify when and where you are
expecting the work to be completed.
The work should be completed/improved during the private detention – if
the pupil fails to meet your expectations or turn up to improve their work
you may issue a restorative conversation -3.

Set tasks should be
completed to the expected
standard.
Quality and quantity of
work should meet the
teacher’s expectations.
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Behaviour issue

Pupil Expectation

8. Pupils want
to leave a
lesson to go
to the toilet
or fill a
water bottle

No pupils should visit the
toilet unless the pupil has a
medical need (Pupils will
have a sticker in their
planner).
Pupils to fill water bottles
during breaks or at
lunchtime and never during
lessons.

Staff Expectation

Do not let pupils go to the toilet
during lessons unless they have a
medical note.
Do not allow pupils to leave the
lessons to fill their water bottle.
Be firm, assertive and consistent in
approach. Do not engage in a
conversation.
If you see a pupil filling their water
bottle during lesson time send them
back to class.
Always question pupils outside of
lessons. There is no reason for a pupil
to be outside of the classroom.

Script / Actions

I’m afraid that you can’t leave the lesson as I don’t want you to miss any
valuable learning time. You should have gone at break/lunch time.
Do you have a toilet pass?
Unfortunately, I cannot allow you to leave the room unsupervised.
Turn away and do not engage in a further conversation on the issue.
*NEVER PUNISH A CHILD FOR GOING TO THE TOILET! If they request to go
a second time and they look uncomfortable let them go but give them an
amount of time to be back in or ask for them to go when it suits the
learning activity in the room i.e. not when you are explaining a task.
If a pupil must be allowed out to use the toilet let them know that you are
timing them and get the stop clock out. Allocate a reasonable amount of
time depending on their issue. Pupils can owe time if expectations are not
met.

Behaviour issue

Pupil Expectation

Staff Expectation

Script / Actions

9. Pupils fail to
hand in a
mobile
phone or
electronic
device

Pupils should hand phones
over before school. They
should have a sticker with
the pupil’s name and class
on the back.

Reception staff are to have phones
handed in during the morning. They
will be placed in a tray for their year
group and locked away during the day.

There may be very exceptional circumstances where a pupil needs their
phone. In all circumstances, whatever the reason for the phone being in
school, it needs to be handed in to reception before the start of the school
day.

Always question pupils who have their
mobile phone.

You must confiscate a phone if found. Warn the pupils that
In the in the first instance they can collect their phone from reception at
the end of the day.
A second incident will result in a parent coming to school to collect the
phone.
A parent mail letter must be sent home via S. Little.

Confiscated phones are to be handed
in to reception and collected by
parents.
Pastoral team members will hand
mobile phones out at the end of the
day.

Please let form teachers know.
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10.Disorderly
Assemblies
and Fire
Drills

Pupil Expectation

Staff Expectation

Assemblies:
Start
• Quickly organise items and
have register taken
• Line up quietly in
alphabetical order
• Go down to assembly
silently one behind the
others
During
• Listen silently
• Be respectful
End
• Remain seated until you
are dismissed row by row.
• Exit quietly
• Go straight to your
lessons

Assemblies:
Start
• Collect class from the playground
and promptly encourage them to get
their equipment for the day.
• Share the bulletin and line pupils up
• Take the class down to assembly and
ensure they are quiet, wearing
uniform correctly and behaving
sensibly.
During
• Teachers to monitor behaviour
during assembly by sitting next to
their class. Another member of staff
must supervise if the teacher needs
to leave, this member of staff must
be made aware.
End
• Assembly leader to dismiss pupils’
row by row
• Teachers to ensure that pupil remain
seated until they are dismissed.
• Teachers to facilitate the dismissal.
• Late comers to join year group
quickly and quietly where possible.

Fire Drills:
• Quickly and sensibly make
their way to assembly
points on the playground
• Line up in alphabetical
order, stand silently and
answer the register
• Wait patiently until the
teachers direct you to
head back into the
building
• Walk back to class in lines
sensibly and quietly.

Script / Actions

Fire Drills:
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Pupil Expectation

11.Pupils in the
wrong place

Pupils must be outside at
lunch and breaktimes or
eating their lunch in the
hall.
At break times pupils
purchase their snack and
make their way out of
the hall via the door into
the carpark.
Litter must be thrown
away.
No pupil should be
running or playing in the
corridors.
No pupil to enter the
building before 8:45a.m.
They can come into the
school via reception to
get to breakfast club and
to drop ingredients.

LUNCHTIME, BREAKTIMES AND AROUND SCHOOL
Staff Expectation

All staff to be vigilant at all
times and challenge poor
corridor behaviour.
If staff can hear pupils
disrupting lessons, staff to
step outside classrooms and
help colleagues by challenging
the negative behaviour.
Staff can direct any pupil
found inside outside.

Script / Actions

If pupils are simply walking through the building, calmly ask them to go outside
and wait for them to do so.
At morning break times and lunch times pupils can fill their water bottles and go
to the toilet.
If they are caught running, playing games, screaming or shouting indoors issue an
immediate detention with SLT in the sinbin and escort them there.
If they run away and you know who they are or they refuse issue a restorative
conversation.
If they run away and you don’t know who they are ask for CCTV to be checked in
appropriate area and get help to identify the pupil. Then issue a restorative
conversation.
If you are constantly finding pupils inside please contact form teachers.
You know you are not allowed in school at the moment…
Outside, thank you.
Quickly out you go.
You know what is expected of you during this time, if I do not see you outside by
the count of 5 then I will issue you with a sin bin detention or a restorative.

Certain areas are out of
bounds. This includes:
The quad at lunch
The areas near the lift
and the door by 805
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Appendix 6
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Appendix 7
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Appendix 8
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Appendix 9

STUDENT
What happened?
What were you thinking/feeling at the time?
Reflecting on what happened in the lesson, how do you feel now?

TEACHER & STUDENT
How did your actions make other people feel?
Who has been affected and how did it affect them?
What can we do to put things right?

STUDENT
What is going to change in order for us to move forward?

Name: _______________________________________________ Class: ______________
Teacher: _____________________________________________
Parent/Carer: _____________________________________________
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Appendix 10
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Appendix 11
Log No.
Incident No.

Record of Incident involving Physical Intervention of Students
This report consists of six pages and should be completed as soon as practically possible, HOWEVER no later than
24 hours after the incident has occurred.
Name of Student:

Year/Form:

Date of Incident:

Time:

Reporting Staff:

SEN/ Medical/
IBSP/PPg:
Location:
Staff Involved:

Staff Witness:
Student Witness:

Antecedent

X

Antecedent

X

Reason for Physical
Intervention

X

Demands/Request unfulfilled

Peer interaction/conflict

Child liable to injury

Difficult or non-preferred task

Invasion of personal space

Other child liable to injury

Waiting

Unpredictable
event/interruption

Staff liable to injury

Refusal to follow schedule

Change to schedule – planned

Property liable to damage

Transition – Place

Change to schedule unplanned

Transition – end of favoured
activity

Sensory seeking - Please
indicate …………………

Change of staff

Sensory avoiding – Please
indicate ………………..
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OVERVIEW OF INCIDENT
How was the child behaving/presenting in your initial assessment of the situation?

How and what did you try to de-escalate the situation?

What was your reason for physically intervening?

Which physical intervention techniques were used and why?

Where did the physical intervention take place?

What happened during the physical intervention (was the child calm/angry/talking/responding to instructions
etc.)

What happened to the child following the initial physical intervention (including disciplinary action, if
applicable)?

How was the situation resolved for the child?

Any other relevant information?

Page 34 of 39

PRICE RPI technique(s) used (enter sequence number and initials of staff involved):
Technique

Sequence

Staff Initials

Shepherding
Single Embrace
Adapted Single Embrace
Side Hug
Adapted Side Hug
Figure of Four
Cupped Hand
Break-away (specify)

Length of time of physical intervention:

Damage to property?

Yes

No

If ‘Yes’, give brief details of damage:

Details of any Injury: Staff

Students

Both

None
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Body map completed (see below):Yes

No

Medical Treatment:Yes

No

Body map to be completed by Qualified First Aider, identified below:

Name:

Date:

Time:

Details of injury/medical attention:
Student:

Staff:
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How were you/they feeling?

Who?

Main Problem

When?
What happened first?

Where?

What happened in the end?

What do we need to do
now/next time?
How were you/they
feeling?
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Post-incident discussion with student:
Date of Discussion:

Time:

Location:

Staff Present:
Student Present:

Student Voice (only complete if Student did not use ‘Student Voice Sheet’)

Post-incident discussion with staff:
Date of Discussion:

Time:

Location:

Staff Present:

How is the staff member following the Physical Intervention?

Points of Learning:

Staff Outcome:

Had staff received training in any techniques used? Yes
Nature of Training: Internal

External

No

PRICE-trained

Headteacher/Deputy Headteacher Report (if necessary):

Signed:

Date:
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Parents of student contacted: telephone

letter

Date of Parental Contact:

other

(state which)

Time:

Views expressed by parents:

Has a complaint been lodged as a result of the physical intervention? Yes

No

(If ‘Yes’, ensure that this is brought to the attention of SLT immediately)

Other Professionals informed? Yes

No

State which professionals were informed (e.g.: Police, Children’s Services):

Incident reported to (SLT):
Name:

Time:

Date:

Signature of principal member of staff involved:
Name:

Signature:

Date:

Name:

Signature:

Date:

Name:

Signature:

Date:

Name:

Signature:

Date:

Name:

Signature:

Date:

Name:

Signature:

Date:

Signature of other staff involved:
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