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General  
This handbook is to be read in conjunction with the Behaviour Policy and is a guide for all members 
of the School community regarding behaviour, actions and sanction.   
 
 
Rewards  
Throughout the year prizes and awards are made for effort, academic progress and contributions to 
the community.   
 
Sports Colours are nominated by the PE department and awarded in an Assembly by the Head or 
Head of Elleray. Pupils need to show a sound ability, but more importantly, endeavour, commitment, 
good attitude, helpfulness and being a good ambassador for the School. Colours maybe re-
awarded, in which case the pupil is presented with a stud to place next to the colours strip on their 
blazer. Colours are recorded on SIMS by the Head of PE.  
 
House Colours are awarded at the end of each term by the House Captain and House staff and 
are valid for the following term. Colours are awarded for significant contributions to the House during 
the term, for example with Duties, Crew Break or continually helping with events and organisation, 
always giving their best during competitions, etc. These are recorded directly onto SIMS.  
 
 
Sanctions 
We are committed to allowing each pupil to learn in a secure and productive environment. In order 
to do this a strong but fair and understanding discipline policy is required.   
 
For serious or perpetual issues, parents will always be involved in discussions about a way forward 
for their son or daughter. Sanctions can be informal or formal and there is no set sanction for a 
particular misdemeanour, although there are guidelines and generally accepted procedures.  
 
Sanctions will be applied where it is necessary in the circumstances to show appropriate 
disapproval.  
• All staff should ensure that individual circumstances of each pupil are taken into account whilst 

being fair and consistent.  
• All staff must seek to ensure that punishments are proportionate to the offence and should 

enable pupils to make reparation where possible. As far as possible the sanction applied should 
be as constructive as possible.   

 
All sanctions must be recorded; this is done directly onto SIMS under Pupil behaviour (indicated on 
the top bar with a red and green flag). Tutors have access to their tutees’ pastoral files and SIMS.  
Tutors should check and update these regularly.  
 

Teacher’s Powers    
• Teachers are permitted to discipline pupils whose behaviour is unacceptable, who break the 

School rules or who fail to follow reasonable instruction.   
• Teachers can discipline pupils at any time whilst the pupil is in School or elsewhere under the 

charge of the teacher.  
• Any out of School hours detentions must be communicated to parents so that they are able to 

make alternative arrangements, please give 24 hours’ notice.  
• Teachers are permitted to confiscate pupils’ property for a fixed period of time, provided it is 

looked after appropriately.  
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Physical Restraint 
Staff can use reasonable force to control or restrain a pupil in specific circumstances.  
The Education and Inspections Act 2006 enables School staff to use ‘such force as is reasonable in 
circumstances to prevent a pupil from doing or continuing to do’ any of the following:   
• Committing any offence (or for a pupil under the age of criminal responsibility what would be an 

offence for an older pupil)  
• Causing personal injury to any person (including the pupil themselves)  
• Causing damage to the property of any person (including the pupil themselves)  
• Prejudicing the maintenance of good order and discipline at the School, and among any pupils 

receiving education at the School, whether during a teaching lesson or otherwise  
 
The Act also defines to whom the power applies as follows:  
• Any teacher who works at the School  
• Any other person whom the Head has authorised to have control or charge of pupils  
 
Staff are advised to use reasonable minimum force. Every member of staff will inform the Head 
immediately after he/she has needed to restrain a pupil physically. We will always inform a parent 
when it has been necessary to use physical restraint and invite them to the School so that we can, if 
necessary, agree a protocol for managing that individual pupil’s behaviour.  

 
 
Elleray Campus  
Expectations for pupils 
Every pupil at Windermere School (Elleray Campus) is expected to:  
  
• Be kind to others.  
• Show courtesy and respect for others at all times.  
• Look after School property and to treat the belongings of others with respect.  
• Remain within the School grounds and keep off the turning circle and main drive.  
• Wear their uniform smartly with shoulder length hair tied back.  
• Move safely round School, walking not running inside the buildings.  
• Show allegiance to your House, listen to and support your House/Vice Captains 
• Consider others at playtimes  
• To follow all the School’s Covid-19 expected behaviours relating to safety and hygiene.  

Elleray Rewards  
The most commonly used rewards include:    
• Verbal praise to individuals or a group   
• Star of the Week   
• Adventurer of the Week 
• Pupils Choice  
• Teddy Bear Stamp  
• Stars  
• Compass Stamp  
• Head’s Commendation  
• Compass Badge  
• School Colours for Sport & House Colours  
 
End of term effort Certificates (bronze, silver and gold) are awarded on the average of 
all effort grades reported at the end of each term.  
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Managing poor behaviour & positive reinforcement 
Sanctions should be applied when rewards have failed, or where it is necessary in the 
circumstances to show appropriate disapproval. All staff must seek to ensure that 
sanctions are proportionate to the offence and should enable pupils to make reparation 
where possible. As far as possible the sanction applied should be as constructive as 
possible. 
Alternative strategies are: 

• Motivational strategies. 
• Visual cues to prompt positive behaviour. 
• Assembly time. Group discussion 
• Informal conversation with Parents. 
• Discussion at School Council. 
• School Community Service (e.g. tidying changing rooms or litter duty) 

Staff are encouraged to treat each situation on an individual basis and use their professional 
judgement to apply appropriate sanctions. Age-appropriate sanctions/ rewards will always be given. 

 
The Tutor and boarding team should be informed of any problems regarding a pupil in their class by 
the staff member initiating the action. Notes should be added to SIMS. 
 

KS1 Sanctions  
The pupil may be asked to stay in at playtime (with appropriate supervision) or remain with one of 
the playground supervisors for the duration of the break, as the former sanction may be seen by the 
child as a treat or reward.  Other Sanctions could include: 

• Moving a disruptive pupil to a different seat in the class 
• Sending a child to another member of staff, accompanied by an adult. 

 
 
KS2 Sanctions 
Conduct Mark  
This is a warning to the pupil that they have made a bad choice in a situation or have been seen or 
overheard by a member of staff behaving in an inappropriate manner. A pupil may receive a number 
of Conduct Marks as warnings before a more serious sanction is imposed. A Conduct Mark is 
recorded in SIMS.  Parents are informed of a Conduct Mark by the Tutor with an opportunity to 
discuss the issue offered.  
In some instances the Tutor may also wish to: 

• Keep the pupil in at break time or lunchtime (supervised) 
• Restorative justice, for example, letters of apology and small group meetings 
• Give the pupil alternative work (work misdemeanours, Y3-6) 
• Ask the pupil to repeat work (work misdemeanours, Y3-6) 

 
 
Head of Elleray Referral 
This is given when a child has received a number of conduct marks in a short space of time, for 
example 3 within one term, or has committed a more serious offence such as bullying, racism or 
deliberate damage to School property. The Head of Elleray and where appropriate, the Deputy 
Head, will meet with the pupil and discuss strategies regarding positive behaviour. Parents are 
informed of a Referral by the Head of Elleray and may be invited to discuss this within a meeting.   
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A letter of apology will normally be required from the child along with an appropriate 
sanction such as: carrying out useful tasks to help the School, removal from the 
group/class or particular lesson or withdrawal of break or lunchtime privileges. 
 
Parent referral 
Only the Head and Deputy Head of Elleray issue Parental Referrals. The parents will be asked 
to attend a meeting with the Head or Deputy Head and the pupil where an appropriate 
remedy will be drawn up such as: 

• A behaviour Card – to be signed by a staff member at the end of every lesson, break time, meal 
time, etc, with a score for behaviour. This will normally be given for one week and reviewed. 

• Withholding participation in educational visits or sports events which are not essential to the 
curriculum. 

The Head and Deputy Head of Elleray records this on SIMS with notes and dates, copying 
in the Tutor. It is also recorded on the end of term report following the sanction. 
 
If the action of a Parental Referral does not resolve the situation or a similar incident occurs 
soon after then the parents will be involved in a more formal review of the situation. A 
behaviour contract or report book system will be used in partnership with the parents and 
staff for a given period of time and then reviewed again. 
  
 
Elleray Behaviour Ladder  
The ladder is a guide to some examples of poor behaviour and actions. Any concerns or queries should 
be raised with a Senior Member of Staff. 
 
Action  Behaviour examples 
Warning or verbal 
reprimand 

 Lack of respect for others. 
 Running in the School building. 
 Inconsiderate to others at playtime. 
 Misuse of School or other pupils’ property. 
 Incorrect uniform worn. 

Conduct Mark  Persistent defiance of the above. 
 Verbal abuse to a pupil or staff member. 
 Persistent defiance of School expectations. 
 Disruptive behaviour 
 Insolence 
 Other minor incident (at the discretion of Staff) 

Head of Elleray Referral  Physical abuse (minor) of another child. 
 Foul language overheard directly by member of staff. 
 Deliberate graffiti or damage to School property. 
 3 Conduct Marks received within one half term. 
 Other major incident (at the discretion of Staff) 
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Parental Referral  Serious assault of a pupil  
 Assault of a staff member. 
 Malicious accusation 
 Bullying or any form of Hate Crime* 
 Other severe incident (at the discretion of Staff) 

*Note: Any form of Bullying or Hate Incident is recorded centrally, and if deemed criminal 
reported to the police. 

 
Browhead Campus 
Expectations & Contract for pupils 
At all times as a pupil at Windermere School I promise to 
 

1. Show respect and courtesy to all members of the School community,   
2. Never intentionally harm or bully another person, 
3. Wear my uniform in a well-presented fashion, 
4. Attend School and be punctual, 
5. Respect the privacy, opinions and beliefs of others, 
6. Uphold the good name and reputation of the School through my behaviour, 
7. Act as a role model for younger pupils, 
8. Not make any public displays of affection, 
9. Not bring into School or use cigarettes, alcohol or drugs, 
10. Not use any item of technology in an inappropriate or offensive way. 
 
This is an agreement that I will uphold the highest possible standards in my conduct in School, on 
School trips and when engaged in any School activities.  
I understand that a breach of this agreement or a breach of the School rules is serious and will 
jeopardise my place at the School. 
 
 
Browhead Rewards  
Year 7 to Year 13 
Commendations will be awarded to individuals who demonstrate consistent high levels of effort or 
steady improvement in effort across the year.  A pupil gaining Commendations in every report in an 
academic year will gain a further commendation.  The Deputy Heads will review reports and identify 
pupils.    
 
A Distinction may be awarded for an exceptional piece of work or outstanding result; this may 
include national or international achievements.  The teacher would recommend a Distinction to the 
Deputy Head Academic.   
 
A Leadership Award will be given to a pupil who stands out for their leadership qualities.  For 
example, a pupil initiating a unique event, giving a particularly impressive performance in inter-
house debating or showing exemplary leadership of a team or House.  
 
A Service Award will be given to a pupil who has demonstrated an exceptional commitment to 
Service.  For example, initiating and showing commitment towards a Service project or being an 
excellent ambassador for the School. Referrals for Leadership/ Service Awards may be made by 
anyone to the Head of Round Square, who in turn will make recommendations to SMT.   
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Managing poor behaviour & positive reinforcement 
 
Within the classroom 
The action ladder outlined below should be used when a member of staff feels one of the 
expectations of the learning environment has been broken. 
 
Staff should ensure that they always notice and comment on good behaviour, this will reinforce 
positive behaviour choices from the pupils. 
 
Action Behaviour 

Warning Inappropriate behaviour noted by the teacher. A warning will be given and the pupil 
advised on what they have done wrong. 

Move Second inappropriate behaviour noted by teacher. Pupil moved and advised on what 
they have done wrong. 

SIMS Third inappropriate behaviour noted on SIMS for HOS and Tutor to see.  Tutor to 
communicate poor behaviour to parents.  Lunchtime Detention issued. 

Out Pupil sent out of lesson (with work) to reception to locate a member of SMT. 
 
To come back into the lesson the pupil will be accompanied by the member of SMT who 
will talk with the member of staff and decide on any modifications which need to be 
made by the pupil.  An after School detention will be issued. 
 
This should be recorded on SIMS and the HOS will put the pupil onto report should 
they be sent out of class on more than one occasion each term. 

 
 
 
Beyond the classroom 
Lunchtime detention (every day from 13.00 to 13.20) – Deputy Head Academic 
Following a warning, staff can put pupils into a short detention.  Pupils will not be 
permitted to use this session to catch up on missing work.  This is recorded on the 
Detention spreadsheet by the teacher. The Deputy Head Academic records this on 
SIMS. 

Department Detentions -HOF 
Managed within the departments where additional work within the subject needs to be 
completed. The teacher adds a record to the Detention spreadsheet and the Deputy 
Head Academic records this on SIMS. 
 
Report  - HOS 
For cumulative offences and to monitor and target particular areas for improvement. The duration of 
report will be discussed between Tutor and HOS but will be at least a week.   
 
After-school detention (any day from 16.20 to 17.20) – HOS/ Deputy Heads 
In most cases this detention will be used for pupils whose behaviour reported by staff members 
through SIMS has not been appropriate on a number of occasions. 
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There will be occasions when a pupil may go straight into an after-school detention, these 
situations will be dealt with on an individual basis and each one discussed with the 
relevant HOS. 
 
The relevant HOS or Deputy Head will write to the parents of any pupil who receives an 
after-school detention. 
 
 
Boarding 
Removal of privilege -  HOM 
A boarding sanction used for inappropriate behaviour within the boarding community.  The HOM 
should notify the Tutor.  
 
Gating – HOM 
Gated to the House or site depending on offence.  During the gating period the pupil is required to 
report to the member of staff on duty as agreed.  The HOM will communicate any offences to parents 
and the Tutor as they happen and follow up with a letter detailing the sanction.  A copy should be 
put on SIMS.  
 
   
 
Whole School Serious offences  
The School has separate anti-bullying, hate crime and academic misconduct policies.  Any form of 
bullying or hate incident is recorded centrally, and if deemed criminal reported to the police.  Exam 
boards will be notified of any serious academic misconduct.  Other serious offences will be dealt with 
by the Deputy Head Pastoral or Head.   
 
Alcohol 

Alcohol must not be brought in to school by any pupil. 
The buying of alcohol by or for anyone under the age of 18 is illegal and against the School rules.   
 
Parents can give written consent for a Sixth Form pupil to be allowed to drink up to 4 units of 
alcohol (two cans of beer or cider or two glasses of wine) in an evening but at times and only at 
locations specified by the school. Agreeing or not agreeing to this consent is at the discretion of 
the HOM. The drinking of spirits in school is not permitted at any time.   
 
Sixth Form pupils may be given permission by their HOM to go off-site and visit a designated 
local restaurant. While eating a meal pupils aged 18 and over may drink up to up to 4 units of 
alcohol (two cans of beer or cider or two glasses of wine). The drinking of spirits off site is not 
permitted as part of this permission.   
 
The School reserves the right to breathalyse any pupil if any member of staff has concerns about 
their alcohol consumption. Excessive drinking of alcohol will not be tolerated in school, at any 
school event or trip or when given permission to go off site. 
 
A breach of the above will be deemed a serious offence.  

 
Serious offences result in more serious sanctions, including: 
 
Internal isolation  
3 days where the pupil attends normal lessons but is accompanied by a member of staff at all times.   
Day pupil – no activities and goes home at 4.10pm.  The HOS/ Deputy Head Pastoral will discuss 
the removal of privileges at home with parents for parity between day pupils and boarders.   
Boarder – returns to house at 4.10pm and is gated.  
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Suspension 
Internal – For 3 days the pupil does not attend lessons or activities, but academic work will be 
provided.  
External -   For 3 days the pupil is sent home or to a guardian to reflect upon actions.  Work is provided.  
 
Expulsion 
The pupil will permanently leave the School.  
 
Browhead Behaviour Ladder 
 

Suggested Action Behaviour examples 
Warning  First time for a minor infringement 
Lunchtime detention Poor behaviour following a move in class 

Incomplete/unfinished work 
Materials issue (lack of book, pencil case, etc) 
Missed activity without notice 
Late a lessons or Reflection 
Chewing gum 
Incorrect uniform 
Consuming energy drinks 
Swearing 
Using a mobile without permission during prohibited hours  
Failure to meet deadlines  
Copying homework 
Failure to work effectively in lessons  

Department detention Substandard work 
Report Repeated infringements such as lateness, poor classroom 

behaviour, effort or organisation.  
After School detention Being sent out of a class following a warning, move and 

being sent out. 
3 lunchtimes detentions in a half term. 
Abuse of the AUP agreement, eg using another password, 
accessing unauthorised material on the network or 
internet, using a VPN to bypass the network,  
Academic dishonesty (Cat 2) 
Cheating in an assessment 
Ignoring or refusing to follow staff instruction 
Truancy 

Gating Failing to sign out of the House 
Being in the flat of someone of the opposite sex 
Boarders internal isolation 
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Hearings and Exclusions   
If a pupil commits an offense deemed as serious and which could result in an exclusion, they will be 
initially suspended from the School. There will then be a short period usually a maximum of 5 
working days, where relevant staff will put together the details of the offence along with any 
evidence and statements from witnesses. The parents and pupil will be informed of the date and 
time of a disciplinary hearing and invited to attend.   
 
At the hearing a factual account of the offence will be given by one of the staff who conducted the 
investigation; the pupil and their supporter will have the right to question and reply.  The pupil will be 
given an opportunity to make a statement at the hearing. This matter will be conducted in an age-
appropriate manner. 
 
The Head will consider the evidence and any statement before making a decision and will 
communicate this decision to the pupil and parent within 36 hours. If unhappy with the Head’s 
decision, the pupil and parents have the right to appeal to the board of governors. A letter stating 
the intention to appeal should be sent to the Clerk to the Governing Body and a hearing will be set 
up as quickly as possible, but within 10 days at the latest. The Governors’ decision is final.  
 
Parental co-operation forms part of the contract between the School and all parents of pupils. A 
refusal to abide by the terms of an exclusion may be considered a breach of contract.   
 
 
 

 
 
 

Reviewed/ amended/ revised Latest version  When Who 
Revised Version 21 August 2021 P Hogan/L Moses 
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