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1. Introduction 

Every child at Manor Oak Primary School is valued and respected as an individual. We will treat each child 
with respect and courtesy and we expect our children to behave in the same way to both other children 
and adults. All children are encouraged to recognise that they must accept responsibility for their actions. 
We will help each child to make appropriate choices and realise that their actions have consequences. 
 
This policy statement is designed to support the way in which all members of the school community can 
work together in a supportive way. Pupils are encouraged from an early age to behave in an acceptable 
manner and as they mature are expected to take increasing responsibility for their own actions.  We aim 
for all our pupils to leave Manor Oak Primary School demonstrating both self-regulation and a well-
established sense of responsibility to others. 
 
Pupils are more likely to develop self-regulation when there are clear guidelines as to what constitutes 
acceptable behaviour, when they receive praise for behaving appropriately and when they can be 
confident that the adults around them will deal with unacceptable behaviour in a fair and consistent 
manner. 
 
To ensure a safe and happy environment where pupils can learn and play together it is essential that a set 
of clear and simple values should be observed by all our pupils.  The Manor Oak Way is designed in such a 
way as to be understood by even our youngest pupils. 

Aims and Objectives 

We endeavour to: 
 

• Be a caring community, which fosters respect, honesty, truth, kindness, cooperation and tolerance 
to enable children to develop positive character traits in everything they do; 

• Provide a school environment in which effective teaching and learning can take place, enabling 
each child to achieve their potential; 

• Develop children’s self-esteem in order that they can have pride in themselves, their school and 
community; 

• Provide an atmosphere in which children are encouraged to be inquisitive, where mistakes are 
seen as opportunities for learning and where they feel safe; 

• Develop children who are confident individuals who respect each other’s differences and take 
responsibility for their actions; 

• Promote good behaviour by noticing and rewarding positive behaviour, rather than merely 
deterring unkind or anti-social behaviour. 

 
 



2. School Values 

The aim of Manor Oak’s values is to ensure all children understand what is expected of them, inside and 
outside of school and to provide a visual reminder of what they can do to make our school a happy, safe 
and positive place to learn. 
 
These values will be reviewed in consultation with pupils as we believe that pupil involvement is crucial in 
promoting responsibility and accountability at child level. 

 
The Manor Oak Way will be displayed throughout the school environment. It will be used as a discussion 
point between staff and children should inappropriate behaviour occur. 

 
The Manor Oak Way 
 
At Manor Oak Primary School we always: 
 
• Aspire 

• Respect 

• Take pride 

• Show kindness 

• Are resilient 

To support children to abide by these values, staff will: 

• Ensure that a smile is the first point of contact with a child 
• Approach all situations in a calm manner and use consistently positive language around the school 
• Be aware of their own non-verbal messages through facial expressions and body language 
• Establish the facts by listening to all those involved 
• Address the problem 
• Avoid confrontation 
• Judge only when certain 
• Use consequences appropriately and according to the agreed behaviour policy 
• Ensure that children make amends wherever possible using a restorative approach 
• Work in partnership with parents to support our approach to positive behaviour. 



3. Behaviour Management in Class 

At Manor Oak Primary School our behaviour system operates on the understanding of the five school 
values that are formulated and agreed by the teachers and children.   These v a l u e s , which will be 
taught at regular intervals, accentuate positive behaviour to reinforce the individual and group social 
skills needed in life. Good planning for learning is the first step towards positive behaviour management 
in class. This involves clear differentiation, motivating and engaging children and building their self-
esteem. Adults should provide support for children in a positive way, which prevents low-level disruption 
from becoming more serious. Children will be encouraged through positive behaviour strategies. 

Reach for the Stars 

At Manor Oak every class will display the school values in their classroom and find the school values 
printed on the back of each work book (appendix 2). A ‘Reach for the Stars’ behaviour chart is displayed in 
the classroom and used to acknowledge and promote positive behaviour. It will act as a visual reminder to 
children of the high expectations of behaviour at Manor Oak. In addition, it will enable all members of staff 
to promote positive behaviour effectively and with consistency throughout the school. In EYFS and Year 1 
we use large pictures of a sun, a rainbow, stars, a sun partly covered by a cloud, and a cloud on the 
classroom wall, and pegs with each child’s name on instead of using a chart.  

Pupils begin every day with their name on the ‘sun’, regardless of where they finished the previous day. 
Children demonstrating positive behaviour will be able to progress to ‘rainbow’ and then ‘stars’. Children 
reaching ‘stars’ will be recorded on the class behaviour tracker daily. Every time they finish the day on 
‘star’ it will be ’banked’ and rewarded, half termly, with behavior badges. 

Children behaving in a negative way will receive a verbal warning that identifies the behaviour that needs 
to change. If the same behaviour continues, a card with a ‘sun partly covered by a cloud’ will be put behind 
their name on the chart. Moving to this area is a warning that behaviour needs to change or improve. If 
possible, the child will move to the ‘thinking’ table, in a separate area of the classroom for one minute per 
year of age. In this time, they will be expected to continue their work and reflect on what they will do to 
improve their behaviour. Following the ‘thinking time’ they can choose to return to their table or continue 
working where they are. Pupils may have to complete work in their own time. If a pupil improves their 
behaviour they can change their card back to the ‘sun’ card. However, if the negative behaviour continues 
a card with a cloud will be put behind their name on the chart. As a consequence, the child will miss 10 
minutes of their next playtime and a parent/carer will be informed. 

 

 

 

 



 Behaviour 

 • Persistently demonstrating the school values in actions and words (respect, resilience, pride, 
aspiration, honesty) 

• Persistently acting as a good role model to peers 

 

• Demonstrating the school values in actions and words (respect, resilience, pride, aspiration, 
honesty) 

• Acting as a good role model to peers 

 • Equipment ready 
• Positive attitude 
• Good concentration and focus 

 • Annoying other pupils 
• Being rude to staff and peers 
• Inappropriately boisterous behaviour 
• Talking, distracting others 
• Low-level disruption 

• Deliberately poor presentation of work 
• Not prepared for learning 
• Incidents of taking property 
• Poor attitude to learning 
• Disrespectful to peers/staff (poor body 

language/eye rolling) 

 

• Refusal to work or follow instructions 
• Wilful damage - property or peers 
• Biting/Kicking/Spitting/Hitting incident – spiralling 

from ‘play’ 
• Bad language/rude noises 

• Persistent name-calling/unkind 
• Answering back/arguing with adults 
• Dishonest talk and actions 

 

Letter home after every consequence 

3x per half term = meeting with parent/class teacher 

 

 

LESSON ISOLATION IN 
ANOTHER CLASS 

Persistent behaviour as below: 

• Refusal to work or follow instructions 
• Wilful damage - property or peers 
• Biting/Kicking/Spitting/Hitting incident – often 

spiralling from ‘play’ 
• Bad language/rude noises 

Letter home after every isolation  

(Y3-6 loss of next day lunch privileges). 

3x per half term = meeting with parent/class   

 

 

LESSON ISOLATION  
WITH 

HEADTEACHER/DEPUTY 
HEADTEACHER 

• Aggression to staff/pupils in response to an 
incident/situation. 

• Dangerous refusal to follow instructions Willful 
damage - property/school 

• Verbal abuse to adults/peers 
• Stealing - intent and persistence  
• Major disruption of class activity 
• Abuse/Threatening behaviour 

Letter home after every isolation 

 (Y3-6 loss of whole school privileges for 2 weeks, 
including prefect, junior leaders, representing the 
school in sports events).  

3x per half term = meeting with parent/DHT/Class 
teacher 

 

HALF DAY ISOLATION WITH 
HEADTEACHER/DEPUTY 

HEADTEACHER 

Persistent behaviour as below: 

• Aggression to staff/pupils  
• Dangerous refusal to follow instructions Wilful 

damage - property/school 
• Verbal abuse to adults/peers 
• Stealing - intent and persistence  
• Major disruption of class activity 
• Abuse/Threatening behaviour 
• Inappropriate language – swearing, racism, 

homophobia 
 

Letter home after every isolation  

 

(Y3-6 loss of whole school privileges for 4 weeks 
including prefect, junior leaders, representing the 
school in sports events and attending school trips). 

3x per half term = meeting with parent//Miss 
Butler/Class teacher   



 

 

 

WHOLE DAY ISOLATION 
WITH 

HEADTEACHER/DEPUTY 
HEADTEACHER 

• Leaving school premises without permission 
• Persistent Inappropriate language – swearing, 

racism, homophobia 
• Persistent Physical aggression to staff and or 

pupils 
• Bullying  

Letter home after every isolation  

(Y3-6 loss of whole school privileges for half a term - 
including prefect, junior leaders, representing the 
school in sports events and attending school 
trips/residential visits). 

3x per half term = meeting with parent//Miss 
Butler/Class teacher   



 

Changing cARDS 

The School Council have worked in collaboration with their peers and members of staff to provide some 
examples of what a pupil might do to change their card to rainbow/star or receive a warning:  

Examples of positive behaviour Examples of negative behaviour 

• Actively participated 
• Showed enthusiasm 
• Approaches new situations with excitement and 

energy  
• Positive attitude when approaching a new 

task/challenge 
• Asks question to ensure they learn better 
• Finishes tasks 
• Remains committed to a task 
• Continues to try very hard even after experiencing 

failure or finds it difficult 
• Polite and kind to others 
• Shows appreciation by doing something for 

someone else e.g. tidy the desk, put their book 
away 

• Reflects on what has gone well and what can be 
done to improve 

• Remains positive, even if learning is difficult 
• Is ready to work 
• Follows instructions 
• Begins work quickly 
• Avoids/manages distractions 
• Accepts constructive criticism and uses it to 

improve 
• Takes turns, allows everyone to have a voice 
• Collaborating with a partner/group  
• Able to adapt to a situation 
• Shows empathy or understanding 
• Going above and beyond what has been asked of 

them 

• Reluctance to join in 
• Refusing to be part of a group 
• Negative attitude 
• Negative attitude, refusing help 
• Not paying attention 
• Not using time well, failing to complete tasks 
• Giving up 
• Using unkind words/actions towards others 
• Damaging resources/property 
• Ignores advice 
• Not trying hard 
• Not being ready to work, missing resources e.g. 

pencil 
• Ignoring instructions 
• Distracting others 
• Dominating group work 
• Upsetting others 
• Being unkind to others 
• Responding to a request impolitely 

 

Working with parents  

If a pupil has been moved to a consequence card, the class teacher will provided to parents/carers a letter 
to alert them to their concerns.  After three consecutive cards, a meeting will be held with the class 
teacher to discuss further strategies and support.  

A consequence card (cloud) 

‘Thinking time’ will usually give a pupil the ‘breathing space’ they need to reflect on their behaviour and 
the impact it may be having on their learning (or their peer’s learning). However, there may be occasions 
when behaviour escalates beyond ‘sun behind a cloud’. If a pupil decides to continue to behave in a 
negative way, they will be isolated from the class and sent to an alternative class. Pupils in KS1 will be 
isolated from their class for 10 minutes. KS2 pupils will receive an isolation that lasts for 15 minutes.  
During this time they will be expected to complete a reflection sheet (appendix 3) and any outstanding 
work they have failed to do in their class. 



A half day or whole day isolation 

An ‘isolation’ is only awarded if a serious breach of school values has been made and it will be treated 
very seriously. The class teacher will request a parental/carer meeting so that an opportunity is provided 
to work together to support the pupil. Together, they will establish a positive way of addressing the 
concerns. Concerns should not be saved until parents evening as this meeting should be an opportunity to 
celebrate successes and set targets for the term ahead. The key points raised at meeting will be recorded 
on a parent meeting form (appendix 4) and a copy retained by the teacher in the class file. A second copy 
will be placed in the school behaviour folder for reference purposes. Parents may request a copy for their 
records. Parents will receive a behaviour letter (appendix 6) at this meeting for them to retain and a copy 
be held on file. The purpose of the meeting will be to establish how to move towards more positive 
behaviour e.g. behaviour targets. 

If further support is required and the pupil has continued to engage in behaviours which require 
intervention from a member of the senior management team, the head teacher or deputy head teacher 
will request a meeting with parents/carers.  It may also be deemed necessary at this stage to implement a 
behaviour support plan, sessions with a learning mentor and weekly meetings with parents. Such 
intervention will be discussed in full, with the parent/carers during the meeting. 

Any agreed actions will be recorded onto a parent meeting form (appendix 4). The deputy head teacher 
will retain a copy and submit a copy for the school behaviour folder. The Headteacher, Inclusion Manager 
or member of the SLT will monitor the behaviour until an improvement is seen.  

There will be occasions when pupils will be immediately turned to an internal isolation. These include: 

• Swearing with intent 
• Discriminatory language 
• Fighting or endangering others 
• Deliberately damaging property 
• Actions that compromise the school’s reputation  

 



4. Behaviour management beyond the classroom 

At Manor Oak Primary School we want our pupils to understand the importance of good behaviour and 
see them develop into responsible young people as a result of the guidance and support we provide. 
Good behaviour will be intrinsic to their way of life and pupils will be expected to behave responsibly in all 
areas of school life. All adults working within the school will be expected to reinforce The Manor Oak Way.  

To ensure that pupils are treated fairly and consistently a version of ‘Reach for the Stars’ will be 
implemented in all areas of the school.  

Playground 

At playtime the duty teachers will supervise the playground and they will operate the ‘Reach for the Stars’ 
system verbally. If a pupil needs to turn their card to ‘sun behind a cloud’ they will be given ‘thinking time’ 
on the playground. They will be removed from the playground and will stand in a designated area for the 
agreed amount of time. If a pupil is repeatedly finding it difficult to manage the school values at break 
time we will work in conjunction with the class teacher/learning mentor to devise a support plan to 
ensure successful playtimes. 

Lunchtime 

At playtime the teachers on duty will supervise the playground and they will operate the ‘Reach for the 
Stars’ system verbally. Pupils who are moved to ‘sun behind a cloud’ will be given a ‘thinking time’ on the 
playground. They will be removed from the playground and will stand in a designated area for an agreed 
amount of time. Pupils repeatedly breaking the values at lunchtime will be monitored and further action 
may be needed. A member of SLT will be available to support every lunchtime and they will work with the 
lunch staff to discuss any necessary steps needed to support a pupil at lunchtime, which may include 
designated areas to play in, lunch time detentions, isolation from particular children or areas of the school 
or a ban from an area of the school.  

Dining hall 

Eating lunch will be a pleasant experience for the pupils at Manor Oak and the dining hall will be a calm 
environment where they can enjoy their meal and socialise with friends and members of staff. Loud 
voices will be left on the playground and good manners will be expected at all times. Pupils eating a 
school meal will be expected to use cutlery appropriately and they will clear away their plates at the end 
of a meal. When ordering a meal from the kitchen team they will make eye contact (where appropriate) 
and speak clearly, using please and thank you without the need for prompting. All pupils will leave their 
dining space tidy for the next pupil (including the floor). A verbal ‘Reach for the Stars’ and reflection table 
will operate in the dining hall.   

Educational Visits, Sporting Events and Competitions 

Throughout the school year pupils at Manor Oak Primary School will make educational visits to support 
and enhance their learning. If a pupil has exhibited behaviour that would place themselves or their peers 
at risk, further discussions will take place with the child’s parents to ascertain the level of risk and support 
which may be required. 



Representing Manor Oak Primary School at a sporting event or competition is a great honour and 
privilege. Only pupils who have demonstrated exemplary behaviour will be considered for such a 
responsibility.



Restorative Justice 

Rationale for delivering a Restorative Justice approach at Manor Oak 

At Manor Oak we use Restorative Justice as an integral part of our behavioural policy and in keeping with 
our British Values. We use RJ not as a tool to manage behaviour but an approach to develop the regulation 
of behaviour. This is because we want our children to be responsible citizens. In order to be responsible 
citizens, we believe that children need to take ownership for their behaviour, learn to regulate their 
emotions which leads to maturity, make positive choices. We seek to do this by allowing harmed parties 
the right to Justice and harming parties to be accountable and responsible.  The RJ approach requires that 
parties understand the consequences of their behaviour and the harm that is caused.  Sanctions are used in 
accordance with our behaviour policy so that parties learn to understand there is a consequence to 
themselves.  

Our Five Stage Model seeks to: 

1. Establish what happened from all parties 
a. What 
b. When 
c. Where 
d. Who 

2. Collect information about the thoughts and feelings of all parties 
3. Establish who has suffered harm (physical, emotional or mental) and being affected 
4. Establish the needs of each party by: 

a. Deciding how to move forward 
b. Understanding the harm 
c. Finding who the victims are – who needs an apology? Do they feel like accepting an 

apology? 
5. Future 

a. Support mechanisms required 
b. Preventative measures 

We deliver our RJ approach by adopting a NON-JUDGEMENTAL stance. We do this by using language that: 

• Provides time for parties to recover 
• Identifies feelings of parties throughout the process (I think you look upset/angry/sad/frustrated) 
• Give permission to feel (angry/wronged/frustrated/hurt) 
• Respect all parties during the process 
• Not become emotionally entangled in the situation, i.e express personal anger to the parties 

involved 

During the RJ process we use strategies such as: 

• Mirroring the communication or body language used 
• Repeating what the parties are stating 
• Provide a range of vocabulary for parties to use to express how they feel and think 
• Use scales of measure to identify feelings (0 – 10) 



• Explain how the emotion feels to the person 
• Explain how the emotional state looks 

 

 

 

 

 



5. Rewards 

Manor Oak Primary School rewards good behaviour, as it believes that this will develop an ethos of 
kindness and co-operation. Our policy is designed to promote and acknowledge the positive character 
strengths that lead to good behaviour rather than merely to deter anti-social behaviour.  

At Manor Oak Primary School we praise and reward pupils for demonstrating positive character 
strengths throughout the school day in a variety of ways: 
 

• Verbal praise 
• Positive feedback through marking 
• Special privileges and responsibilities 
• Junior Leader awards 
• Junior Ambassador awards 
• Role model badges 
• Representing the school at sporting events 
• Representing the school at special occasions e.g. singing in the choir 
• Peer praise 
• Attendance and punctuality certificates 
• Kindness Bucket 
• Whole school special occasions 
• Stickers / smiley faces (in EYFS) 
• Celebration assembly/certificates-whole school 
• Head teacher awards 

Golden Awards 

Throughout their career at Manor Oak children who demonstrate good behaviour consistently will receive 
Badge Awards. Pin badges will be awarded every time a pupil ‘banks’ ‘outstanding’ choices. The deputy 
headteacher will track who receives a ‘outstanding’ choices card each half term and will award the pin 
badges during celebration assemblies.  



7. Exclusions 

At Manor Oak Primary School good behaviour is expected from all members of the school community 
and we will work in partnership with families to ensure we offer the correct support to achieve it. 
However, if we have exhausted all possible avenues of support, an exclusion may be given (see 
Exclusion Policy for full information). 

Internal Exclusion 

An internal exclusion will result in a pupil being isolated from their classroom, teacher and peers for 
one day.  An internal exclusion will be given for serious incidents such as: 

• Fighting (first incident) 
• Bullying 
• Violence towards pupils/adults 
• Abusive language 

The Headteacher will telephone the parents/carers to inform them of what has happened and ask 
them to come into school to discuss the incident. A letter recording the incident will be given to the 
parents/carers and a copy will be placed into the school behaviour folder and pupil’s school records.   

Fixed term Exclusion 

Serious breaches of the behaviour policy will result in a fixed term exclusion from school. These may 
include: 

• Violence towards pupils/adults 
• Deliberately setting off the Fire Alarm when there is no fire 
• Theft 
• Malicious damage 
• Persistent bullying 
• Peer on peer abuse 
• Cyberbullying/online abuse 

Only the Headteacher (or the acting Headteacher) has the power to exclude a pupil from school for 
misbehaviour. The Headteacher may exclude a pupil for one or more fixed periods for up to 45 days in 
any one school year. The Headteacher may also exclude a pupil permanently for persistent or serious 
misbehaviour. It is also possible for the Headteacher to convert fixed-term exclusion into a permanent 
exclusion. The governors and local authority will be informed and a record will be kept in the school 
behaviour file and in the pupil’s records.



 

Appendix 1: School Values Poster 

The Manor Oak Way 
 
 
At Manor Oak Primary School we: 
 

• Aspire 

• Respect 

• Take pride 

• Show kindness 

• Are resilient 

 
 
 



 



  

 

Appendix 2: Manor Oak Primary School behaviour monitoring sheet 

 Week Beginning: 
 
Class: 

 
Monday Tuesday Wednesday Thursday Friday 

Amazing 
choices card 

 
 
 
 
 
 
 
 

    

Time to think 
card 

 
 
 

 
 

 
 
 
 

    

Consequence 
card 

 
 

 
 

 

 
 
 

    

Please add pupil names to the appropriate section. If a pupil has moved into ‘consequence’, you must add the 
reason using the code below: 

1. Breaking a school value 
2. Preventing others from being able to work e.g. talking, touching, fiddling, taking property 
3. Use of impolite language 
4. Failing to follow an instruction 
5. Responding to a request impolitely 
6. Please specify 



 

Appendix 3: Reflection sheet

Name: 
 

Class: Date: 

I have been sent out of class because… 
 
 
 
 
 
 
Tick the school value(s) you think you have broken 
At Manor Oak we always: 

 
• Aspire 

• Respect 

• Take pride 

• Show kindness 

• Are resilient 

Behaving in this way prevents me from learning because… 
 
 
 
 
I think I behaved this way because… 
 
 
 
 
I will show my class and my teacher I am sorry by… 
 
 
 
 
What do you think your parents/carers will say? 
 
 
* A modified version may be produced for KS1 pupils 



  

 

Appendix 4: Parent meeting record form 

Name of pupil Date In attendance at the meeting 

 
 

  

Area of concern 

 
 
 
 
 
 
 
 
 
Impact on learning 
 
 
 
 
 
 
 
Agreed actions 

 
 
 
 
 
 
 
Other comments 

 
 
 
 
 
 
 
Signed  

 



 

Appendix 5: Behaviour support plan example 

Name  Class Date Review date 
 
 
 

   

Target (up to 3) What I can do to achieve 
the target 

Things that will stop me 
achieving the target 

How I will benefit if I 
achieve my target 

Target 1 
E.g. Follow instructions the first time 
they are asked 

• Put down resources/pen when 
someone is talking to me 

• Look at the person speaking 
• Ask for clarification if I don’t 

understand 

• Continuing to work/talk when 
someone is talking to me 

• Doing what I want to do instead 
of what I have been asked 

• Not looking at the speaker 

• I will know what is expected of 
me 

• My work will be completed in 
the way it should be 

• I will reach the star and feel 
really good about myself  

Target 2 
 
 

   

Target 3 
 
 

   

Pupil’s Signature Teacher’s signature Parent’s signature Phase leader/ Inclusion 
manger (if appropriate) 

 
 
 

   

 

Weekly Behaviour Targets for: INSERT NAME 

Week beginning:   
This week I am aiming to meet my targets ** times:  My reward will be: 

Target Monday Tuesday Wednesday Thursday Friday 
Target 1  

 
    

Target 2  
 

    

Target 3  
 

    

 



 

Appendix 6: Behaviour letter for an internal exclusion 

RE: Internal Exclusion 

(Insert date) 

Dear (Insert parent/carers names), 

When (insert name) became part of Manor Oak Primary School they made a promise to abide by The Manor 
Oak Way: 

At Manor Oak we: 

• Aspire 

• Respect 

• Take pride 

• Show kindness 

• Are resilient 

As you are aware from our telephone conversation/meeting on (insert date), (Insert name of pupil) has 
received an internal exclusion. This was given because (describe incident and the steps taken to investigate 
the incident). 

On (insert date that the exclusion will occur) you will need report to the school office with (insert name) at 
8.45am. The DHT (insert name and position) will escort them to their classroom where they will spend the 
day. (Insert name) is not permitted to join their class on the playground before/after school or during break 
times. You will need to collect (insert name) from the school office at the end of the school day. 

This letter is a record of the internal exclusion. A copy will be placed in the school behaviour folder and in 
(insert name) school file. A review of (insert name) behaviour will take place on (insert date agreed at parent 
meeting). 

Yours Sincerely 

Signature 

Name 

DHT/Head teacher 



Appendix 8: Parent meeting form: isolation or internal exclusion 

Name of pupil Date In attendance at the meeting 

 
 

  

Isolation/Internal exclusion given for  

 
 
 
 
 
 
 
Impact on learning 

 
 
 
 
 
 
 
Agreed actions 

 
 
 
 
 
 
Behaviour review date  

 
 
 
Signed by: 
Parent: 
 
 

Pupil: Member of SLT: 
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