PRIOR’S FIELD SCHOOL

GODALMING SURREY

BEHAVIOUR POLICY
1. AIM

Behaviour at Prior's Field should reflect our respect for each other and our environment. Good
behaviour is an essential element of effective teaching and learning and it is key to the success of this
school. It is a requirement for every member of the school community. This policy seeks to maintain
good discipline in the school primarily by recognising and celebrating good behaviour and by offering a
strong and robust system of pastoral support. (See Appendix B.) Sanctions are only applied if need
be and corporal punishment is never used.

This behaviour policy is reflected in our PSHE and Citizenship Programme and in the wider spiritual,
moral and social education which we offer here.

2. OBJECTIVES
This Behaviour Policy will work to achieve the above aim through the promotion of:

- aclear sense of right and wrong

- personal integrity

- respect for individuals and for the community

- respect for the school environment and for each other’s property
- responsibility for one’s actions

- honesty, trust, tolerance, politeness and courtesy

3. SUCCESS CRITERIA

The policy will be considered successful if:

i) standards of behaviour at Prior’s Field are high

1)) there is an understanding of the sensitivities of others

i) pupils have self-esteem, self-discipline and self-confidence
iv) there is a decline in bullying

V) there is a respect for others and for the environment

Vi) good, focused learning is in evidence throughout the school
4. METHODOLOGY

All staff are responsible for promoting the good behaviour of pupils both in the classroom, in the
boarding houses and around the school. Good relationships between pupils and staff are fostered by
the school’s pastoral system. All staff must expect the highest standards in collective and self-
discipline. PSHCE provides a framework for guidance and discussion. The Deputy Head Pastoral is
responsible for the implementation of this policy with the support of the Head of PSHCE, the Heads of
Year, the Head of Boarding, Form Tutors and all staff.
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4.1 Pupil Expectations: Our expectations for specific elements of pupil behaviour are stated in the
Expectations document — (appendix A). Pupils are reminded of these expectations at the start of
each school year and these are published in every Form Room.

4.2 Girls are expected to obey the school rules at all times. (See Appendix D)

4.3 Pupils are expected to obey all members of staff without argument. If a pupil feels that they have
been unfairly treated then they may appeal to the teacher concerned or the Head of Year.

4.4 Prefects, House Captains and pupil mentors are all briefed in the behaviour policy and support
staff in encouraging good discipline and celebrating good behaviour throughout the school.

4.5 Rewards: Our primary aim is to encourage good behaviour by recognising and rewarding merit.
This should be ongoing and consistent across the school. There are a variety of ways in which
achievement and good will are acknowledged.

(i)

“Merits” are given to pupils for good behaviour, helpfulness and good academic
work or endeavour at the discretion of members of staff. Prefects may also give
merits for good behaviour, under the guidance of a member of staff. The number
of merits given is at the discretion of staff, but generally, no more than one merit is
given at any one time. As an indicator merits can be given for:

exceptional work

sustained good work

considerable academic effort

helpfulness without being asked

undertaking a significant task above and beyond usual duties
setting a good example to others in matters of significance

Each House awards a prize for the individual in the House who earns the most
merits over the term or who in other ways has significantly contributed to the work
of the House. (Pupil of the term.) Merits also count towards the inter-house
competition which takes place every term and Heads of House can access merit
totals for their Houses on a regular basis.

The merits for each Form are totalled each week and these reports are circulated
by the school office staff to form tutors on a regular basis. Form tutors are expected
to monitor the awarding of merits through this report, celebrating girls who have
done well on a weekly basis and inviting the girls to keep a count of their weekly
merit scores. At the end of the term, a prize is given to the Form with the most
merits.  Gold, Silver and Bronze Certificates are also awarded at the end of each
term to individual girls in the lower school who have achieved the requisite number
of merits over the term. (Girls who achieve all “1”s for effort on progress reviews
and reports in the lower school will be taken out by the Head of Lower School for
tea. Top performers in the upper school, are rewarded similarly by the Head of
Upper School.) Top Shop Vouchers are awarded to girls in the upper school or
Sixth Form, who have accrued the agreed number of merits at this level. (NB: Girls
who have achieved Silver and Gold merit awards in the Third Form, can carry their
totals through to the first term of upper school, to count towards Top Shop
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(ii)

(iii)

(iv)

(v)

4.5 Sanctions

vouchers.) Sixth Form girls are awarded merits which can count towards itune
vouchers. Girls who earn enough merits to gain a certificate or a voucher, will also
have a postcard sent home from the Head of Year to their parents to flag their
achievements.

Merits are awarded electronically. The Heads of Year review the number of merits
each pupil receives on a weekly basis and liaise with form tutors about this so that
they can feedback to girls during Form Time. Up to date records of merit totals can
be accessed at any stage on Facility by Year Heads, Heads of Houses or by any
other member of staff. Heads of Year are expected to monitor and manage the
merit system for girls in their Years.

Prefects may recommend a girl for a merit through the Deputy Head Pastoral.

Recognition from the Head: Pupils who produce work of an exceptional standard
can be sent to the Head on Friday mornings at 8.20 in recognition of their
achievement. Similar acknowledgement from Year Heads may also be given for
work of less striking merit.

In boarding: a variety of rewards are offered in the Junior Boarding house for good
behaviour including: Room of the Week, trips out, parties with staff and so on. In the
Sixth Form house, rewards are given through break, catering privileges, or
extended trips out.

Department Rewards: Various departments adopt their own methods of reward and
recognition in addition to this including: raffle ticket systems, maths lollipops,
stickers, badges and so on.

All opportunities for congratulation, celebration or recognition of effort and
improvement are encouraged on all occasions and may well occur informally
through Form Tutors, staff members, prefects, boarding staff, Year Heads, or
through congratulations in assembly, congratulatory emails or notes and so on.

Serious breaches of school rules will incur sanctions as detailed below. It is generally the case that if a
pupil is assigned a significant sanction (this is likely to be anything more than a caution), their parents
are likely to be informed. Most commonly, the Year Head or HOD or relevant Boarding Staff will inform
parents, but in more serious cases (or in the case of Friday detentions), this information will come from
the Deputy Head Pastoral.

(1) Warning: In general, staff should deal with unacceptable behaviour by discussing it with
the pupil concerned. It is often the case that an initial warning or preliminary discussion will
be sufficient to stop unacceptable behaviour.
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(i)

(iii)

(i)

“Cautions” will be given at the discretion of staff for unacceptable behaviour and/or poor
academic effort. Cautions can also be given by prefects, under the jurisdiction of a
member of the SLT. (If prefects administer any sanction, this must be logged, with the
relevant details, in the prefect sanction log.) Cautions may be given for any one of the
following:

- Repeated failure to hand in prep if no acceptable reason is given and, preferably, after
warning a pupil that this is unacceptable;

- repeated failure to comply with school uniform regulations;

- rudeness and lack of courtesy to staff or to other girls;

- chewing gum;

- eating or drinking in school corridors (after a warning has been given);

- a lack of respect for school property and the school environment — this might include
leaving a classroom very untidy, or deliberate littering.

Cautions are given electronically and Form Tutors, Heads of Year and Housemistresses
should keep a close eye on the number of cautions accumulated by students. Heads of
Year will be given caution totals on a weekly basis and should follow up on all girls gaining
5 or more cautions, as per grid below.

The following sanctions are applied for accumulating cautions over a term:

5 Cautions - a discussion with the Form tutor and a
warning.
10 Cautions - A discussion with the Head of Year (and the

girl's tutor) and an agreed plan of action.
Parents will be informed by the Head of Year
or Form Tutor (generally, informally).

15 Cautions - a Friday evening detention between 4.15 and

6.00pm with one of the Deputy Heads, or a
member of SMT. (Parents will receive a
formal letter from the Pastoral Deputy.)

20 Cautions - a Head's detention on Saturday morning.

Parents will receive a letter from the Head. It
is likely that they will be asked to attend a
meeting with the Head at this point. In any
case, any further cautions will require a
meeting with the Head.

Removal from lessons: Any behaviour which interrupts or disturbs the learning of other
girls will be taken very seriously indeed. If a girl is disruptive during a lesson, she will be
asked to leave that lesson and go immediately to Oak Hall where she must report to the
Head’s PA. (In her absence, she should report to the front office), and wait for either the

Page 4 of 24



PRIOR’S FIELD SCHOOL

GODALMING SURREY

(i)

(iii)

(iv)

(V)

(vi)

(vii)

Deputy Head Pastoral or the Head to see her. In this instance, the Head of Year will be
immediately informed and it is likely that the girl’s parents will be told too.

Department “Keep ins”: If a pupil persistently fails to hand work in, or produces
consistently poor work, it is the relevant Department’s responsibility to sanction this in the
first instance. It is likely that the relevant teacher will require the pupil to attend a
department “keep in” to get the work done. If this is unsuccessful, or if the pupil persists in
poor academic effort, the Head of Department may well set up a more prolonged
Department Keep in. Department keep-ins should be logged by the relevant Head of
department and details should also be sent to the Deputy Head Curriculum, so that she can
keep a central log. (NB: In 2010 our MIS is being updated to allow for keep-ins to be
recorded electronically in our behaviour management system.)

Work reports: Pupils who repeatedly fail to make satisfactory academic effort in the lower
and upper school, are likely to be put on “work report” by the Form Tutor or the Head of
Year. This will involve the pupil reporting on a regular basis (generally, daily), with her work
card — filled in by teaching staff, for the Year Head and/or Form tutor, to monitor as
appropriate. If a pupil is on work report, the Year Head will certainly have informed her
parents. Work report details should be logged by the relevant Year Head and details should
also be sent to the Deputy Head Curriculum, so that she can keep a central log. (NB: In
2010 our MIS is being updated to allow for work reports to be recorded electronically in our
behaviour management system.)

Detention: Outright detentions can also be given by staff members although this would
generally occur either through the caution system (as above) or for more serious
misdemeanours or persistent flouting of school rules. On occasion, the school might also
choose to use the Friday evening detention, to address a particular disciplinary issue which
is causing concern — for example, chewing gum or breach of the mobile phone regulations
(see Appendix D — School Rules). If a girl is put in detention after Wednesday lunchtime,
the detention will run on the following Friday (in order to give time for parents to be
informed.) Parents will be informed in a letter from the Deputy Head Pastoral. For further
information about Detentions, see Appendix F.

ICT sanctions: If girls are involved in any inappropriate use of ICT in school, (that is, they
have infringed the ICT acceptable use policy), they are likely to be banned from network
use for an agreed length of time.

Removal of items of jewellery or dress: Members of staff can require girls to remove any
inappropriate items of dress or jewellery worn by pupils during the formal school day.
These must be clearly labelled with the pupil’s name, the date and the initials of the staff
member who removed them. These should then be handed to the Deputy Head Pastoral
for safe-keeping. The girl may then regain her property, by application to the Deputy Head
Pastoral.

Mobile phone policy: If a girl is found to be using a mobile phone during the school day,
or a mobile phone interrupts a lesson or formal school time, it again, will be removed by the
nearest member of staff. It will be taken to the school office (again with details of owner and
timings) and it can be reclaimed by the girl at the end of the day. (If this were to happen
more than once, the phone would be retained by the office until the end of that week.) The
member of staff who caught her using her mobile inappropriately, is also responsible for
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(viii)

(ix)

(x)

(xi)

(xii)

(xiii)

(xiv)

entering her into a Friday detention (as detailed above) and should email the Year Head,
the front office and the Deputy Head Pastoral to let them know.

Smoking: If any girls are caught smoking, they should be reported to the Deputy Head
Pastoral. The standard sanction for smoking offences will be: a detention, a letter home to
parents and a requirement for the girls concerned to see the school doctor to sign up to a
prevention programme. However, the specifics of the sanction will depend on the
circumstances of the particular offence.

Boarding: The Junior boarding house has a number of sanctions in place for poor
behaviour. These will generally suit the particular misdemeanour — for example, girls
staying up past bedtime, might be asked to help with wake up. All sanctions are recorded in
the Sanction book and signed off by the Deputy Head Pastoral.

Sixth Form: In the Sixth Form, there are few formal sanctions, but if a girl is not working,
the Head of Sixth might require her to stay in school after 4.15 until 6.00pm in Supervised
Prep, to complete her work. Most misbehaviour at this level is dealt with through discussion
with the pupil(s) concerned and the Head of Sixth or Sixth Form Housemistress, but the
Deputy Heads or the Head will be involved in serious cases. Again, all sanctions are
recorded in the Sanction book and signed off by the Deputy Head Pastoral.

Bullying: The school takes bullying very seriously (see our Prevention of Bullying Policy).
All staff are aware of the Behaviour Policy which makes clear the sanctions available to
address poor behaviour including bullying. Although the particular sanction imposed for
bullying will vary depending on the circumstances, the sanction will always reflect the
seriousness of the charge. Sanctions specific to bullying may include: pupil interviews with
Senior Staff (generally, the deputy Head Pastoral and the Head), detention, Head’s
detention, letters home to parents, meetings between parents and senior staff, suspension
and, in the cases of severe and persistent bullying, exclusion.

Theft: Thankfully, incidents of theft are rare in school, most often, items have simply been
misplaced or mislaid. However, theft does, on very rare occasions occur. As soon as an
item goes missing, girls are encouraged to give specific details to a senior member of staff
as soon as possible. This may be either the form tutor, the HOY or the Housemistress.
They will fill in a missing item form and depending on the circumstances, the member of
staff will generally instigate a school wide search for the missing item, including use of the
PF Today electronic noticeboard. If the item has not been retrieved within 24 hours, the
details will be passed to the Deputy Head Pastoral, who will make a formal record of it and
(again depending on the circumstances) generally report it to the police. Any girl found
guilty of theft will be required to see the Head and may well face either permanent or
temporary exclusion. The school will also invite PCs in to talk to the whole community
about the implications of theft and about safeguarding property, as and when the need
arises.

Physical Intervention: On very rare occasions, physical intervention or restraint of pupils
may be necessary. (Please see the positive handling policy.) Staff receive training in when
and how to use physical intervention — and are aware of the policy.

Exclusion: In serious cases the Head may exclude a pupil for a fixed or a permanent
period. This is only likely to occur when all other alternatives have been tried.
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4.6 The Pupil Expectation document is issued at the start of each academic year and is published in
each Form Room and in the student planners. These documents clearly articulate expectations for
behaviour. (See Appendix A) (In addition, the school council have produced a pupil Code of
Conduct — See Appendix C.)

4.7 The curriculum promotes attitudes and values to enable pupils to contribute positively to their own
personal development and to that of the school.

4.8 The School Council, the pupil Boarding Committee, the Prefect body, the boarding mentors, the
Sports Leaders programmes, HYPE, the school without walls mentors, the upper school forum, the
Head Girl’s coffee, the School Magazine, the Music Committee and the Catering committee all
help to give the pupils a sense of involvement and citizenship and to feel influential and
empowered. These also provide a forum for the discussion of behavioural issues.

4.9 An increasing focus on Service and a more systematic monitoring of pupils’ involvement in service
and extra-curricular activities, help to increase the girls’ sense of a wider world and to improve their
awareness of themselves and the needs of others.

4.10 Year Head, boarding staff and Departmental meetings provide opportunities for staff to share
problems that they may have with specific pupils and strategies for dealing with them.

4.10 Staff on duty during break and lunch times, ensure appropriate behaviour outside the classroom.
4.11 Form Tutors work on a daily basis to promote our high expectations of behaviour and effort. Form
Times and PSHCE sessions will often provide a forum for discussion of behavioural issues.

5. Monitoring

5.1 The monitoring of behaviour is the responsibility of all staff. Within school, in lessons, in the
Boarding Houses, in the grounds, during activities and on school trips, all staff must be aware at all
times of the need to support each other and the girls by insisting on the same high standards of
behaviour. This will be apparent in, for example, insisting on appropriate uniform, keeping classrooms
tidy and dealing with inappropriate behaviour fairly and quickly.

5.2 The Pastoral Deputy Head is responsible for circulating this policy and ensuring that all staff are
clear about it and have assimilated it.

6. Evaluation

This is the responsibility of the Deputy Head Pastoral working with the Head of Boarding and the
Heads of Year. Evaluation will be ongoing and will include:

6.1 evaluating how effective the rules are that operate within the school

6.2 discussion with the School Council and prefects to identify areas of concern with the pupils
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6.3 evaluating the effectiveness of the rewards and sanctions
7. Review

The Deputy Head Pastoral will review this policy annually.

Reviewed January 2010
Date of next Review: January 2011
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APPENDIX A
Prior’s Field School - Pupils Expectations

“We live by admiration, hope and love”. Prior’s Field motto sums up the caring,
supportive community in which we want to work and live at Prior’s Field. We expect girls
to show respect, pride and concern for themselves and for others in all that they do in
the school.

Dress and Appearance

Girls should show respect for themselves and for the school in their appearance. They
should follow the established dress code at all times. In the lower and upper school this
includes:

1. Having tidy hair which is kept off the face;

2. Wearing appropriate shoes;

3. Not wearing make up (unless girls are in the Fifth Form when discreet make up is
permitted);

4. Wearing no jewellery except stud ear rings (one per ear and in the ear lobe) and
unobtrusive chains of religious significance;

5. Wearing smart uniform without holes or noticeable stains.

Property:
Girls should show respect for their own property and for other people's property. This
means:

1. All girls should name all items of their property;

2. Girls should take care of their property and ensure that they do not leave it lying
around;

3. Under no circumstances should any girl take or borrow another’s girl’s property
without permission;

4. If property is lost, it should be picked up from lost property as soon as possible.

Behaviour
Girls should show respect and courtesy towards other people. This means:

In Lessons:
1. To arrive promptly to lessons;
2. To have all the necessary books and equipment with them;
3. To stand when the teacher enters the room, unless they have been advised
otherwise;
4, To put their hands up to answer questions, unless they have been advised
otherwise;
5. To play a full and active part in the lesson and to be attentive, engaged and
energetic throughout the lesson;
. To listen courteously and objectively to the opinions of others;
. To pack up promptly and to leave the classroom tidy.

N O
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In Break
1. Girls should be patient and honest in picking up break or tea from dining hall;
2. Girls should avoid congregating in congested corridors;
3. Girls should avoid being raucous or noisy in form rooms;
4. Girls should always leave their form rooms tidy after break;
5. Lower school girls should aim to be outside if weather permits;
6. Girls should not have their mobile phones in use or in evidence during the school
day.
At Assembly
1. Girls should enter and leave quietly. They should wait in silence to allow for
reflection;
2. Girls should bring their hymn books with them on Monday mornings;
3. Girls should involve themselves courteously and whole-heartedly in the

collective act of worship - through silent prayer or singing as appropriate.

At Form Time

1.
2.

3.

4,
5

Girls should arrive on time;

Girls should sit at their own desks and have their equipment organised when
Form Tutor arrives;

Girls should be silent whilst the register is read out and should respond formally
to the register;

Girls should listen carefully to any notices on the weekly bulletin;

Girls should leave form time promptly.

General Courtesy

Girls should always be aware of their impact on others. This might include:

Hol
Sm

i il .

No

ding doors open for adults and making way for them in corridors,
iling at guests and, if appropriate, offering assistance;

Acknowledging members of staff as they pass or if they are waiting in Oak Hall;

girl should chew gum at any stage during the school day.
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APPENDIX B: - see next page
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Your Head of House

Dr. Clarke - School Doctor - 01483

415141
Your Prefect or (In the Medical Centre Monday & Friday at
Mentor 8am)
Social Services T—

01483 517777 or
CSCI - Children’s
Rights 0800 5280731

Your Head of Year

Childline 0800 1111

Your Form Tutor

Mrs Whiffen / Mrs
Worsdell
The School Nurses

Mrs Roseblade

Head

Mrs Purkiss
Head of Boarding

Independent Listener

Barbara 07958 870105

The School Counsellor
Sara Bevins
01252 612069
sjbevins@btconnect.com

Mrs Lunnon - Deputy Head
(pastoral)

Ofsted Your Housemistress

08456 404040

.

The Lisening Tree

Who to contact if you have a problem
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APPENDIX C

Pupil Code of Conduct

Created by the school council after whole school consultation

The pupils chose to use Prior’s Field’s existing motto, to create a code of conduct
which reflects both the values and aspirations which inspired Julia Huxley and the
attitudes and beliefs of pupils now.

%@(@D— D recesse, %@W, Mm

LOLE - Faarmily, Fiiendibisgs, Liuseyblites
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APPENDIX D:
SCHOOL RULES

The School Rules are set out below. There is more detail available in the Behaviour
Policy

We seek to provide a disciplined, respectful and constructive environment in which all
pupils know what is expected of them, and in which all behaviour is based on
consideration for others and normal good manners.

These rules are planned for the comfort and smooth running of the community as a
whole and for the well being of each individual member of it.

1. Bounds

€) Girls may not leave the school grounds at any time without permission.

In the winter, girls may not leave the school building (except to get to particular
departments) between 7.30pm and 8.00am the following morning.

In the summer, juniors (years 1 - 3) may be in the school grounds from after Prep
until quarter of an hour before bedtime, and seniors may be in the school
grounds from the end of Prep until 9.15pm. They must then return to the building
until 8.00am the following morning.

Girls are not permitted in the wooded area of the school grounds during the
winter unless they are accompanied by an adult. They may be in the wooded
area during the summer term but only if they are in groups of 3 or more.

(b) Girls may visit the Sixth Form House when invited.

(c) Sixth Formers (who board) may leave the school after 4.10pm only with the
express permission of the Heads of Sixth or the member of boarding staff on

duty.

2. House Rules and Personal Rules

(@ Medicines of any kind may only be kept in bedrooms by the permission of the
Nurse.

(b) Girls are advised to keep no more than £5; the remainder of their pocket money
must be put in a named envelope and handed in to the boarding staff
immediately. If it is necessary for a girl to bring into school items of value she
must hand them over to her Form Teacher or Housemistress for safekeeping.
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(©)

(d)

(€)

(f)

()

(h)

0

CD players, mp3s and radios are permitted in bedrooms at a reasonable level
until bedtime. Day girls are strongly discouraged from bringing ipods or other
items of personal value to school.

No jewellery may be worn with school uniform except a watch, one pair of ear
studs (one in each ear and only in the ear lobe), and a simple religious symbol.
The latter must be worn inside the blouse. Confiscated jewellery will be returned
at the end of the day for a first offence, at the end of the week for second and
subsequent offences. Wristwatches must be clearly marked with the owner's
name.

Hair, which should be of a natural colour, must be worn off the face and tied back
with a green, black or navy fastening.

Clothing - Girls are expected to be clean and tidy at all times, and in school
uniform (which should be in good repair) during the school day. (There are
separate arrangements for Fifth and Sixth Form.) See the uniform guidelines in
the appendix.

No make-up may be worn with school uniform for girls in Forms One to Four.
Fifth Form and Sixth Form may wear discreet make up. If desired, girls may
wear clear nail varnish only.

Chewing gum is not permitted in school. Any girl found chewing may be
submitted to a Friday detention.

Girls should be downstairs during the day unless they have a permission slip to
go upstairs, need to go to the Medical Centre, or have a lesson upstairs. Fifth
formers may be upstairs after lunch until afternoon registration.

3. Mobile Phones

(a) No girl should have her phone in use (or in evidence) during the school day. This
includes having a phone half in a pocket, or being carried around in the corridors.

(b) No girls should have her phone switched on during the school day. (If a phone goes
off in a girl’s bag, it will be confiscated.)

(c) Whilst girls are permitted to use their mobile phones after 4.10pm, they should not do
so in school corridors or other public spaces. Girls are asked not to engage in lengthy
conversations on mobiles whilst walking around school.

(d) If phones are confiscated, they will be taken to the school office, where they can be
picked up by the girls at 4.00pm. If a phone is confiscated more than once, then it will
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be given to the Year Head or the Deputy Head Pastoral, who will return it at the end of
that week.

(e) Sixth formers are advised to leave their phones locked in the sixth form House during
the school day

(f) Due to the amount of disruption caused by mobiles within the boarding house,
particularly after lights out, the following rules have been put in place for First To Fifth
Form Boarders

Boarders may have the use of mobiles during freetime after and before school.

. Calls should not be made or received during prep or phones will be confiscated.
All boarders must hand their phones in to the Housestaff by the stipulated time
for that year group, which will be five minutes before bedtime. Phones will be
kept in a secure rack and can be recharged overnight if necessary.

. Phones can be collected in the morning or locked in the office during the school
day.

. All mobiles and rechargers must be clearly named.

4. General Rules

@) Candles, joss sticks, matches, alcohol, tobacco, illegal substances and anything
that could give rise to fire are forbidden. No girl may at any time visit a public
house. Any girl found doing so, or smoking, possessing or drinking alcohol or
other illegal or dangerous substances, is liable to a fine, suspension, or in some
cases expulsion.

(b)  Travelling by car: No girl may accept a lift in a car driven by another girl in the
school unless the parents of the girl offered the lift have first notified the school in
writing that their daughter has their consent to travel in the car of other pupils
generally or with that pupil in particular.

No girl may offer to another girl at the school a lift in a car which she is driving
unless the parents of the girls offering the lift have first notified the school in
writing that their daughter has their consent to offer such lifts (and that the car is
comprehensively insured for that purpose).

(C)  Sex and Relationships: Girls must not be engaged in any sexual activity within
school, this includes public displays of affection. No girls should have visitors to
the boarding areas, without prior permission from the boarding staff. All male
visitors must stay in the boarding offices or the Sixth Form Common room.

4. Break
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1.1

1.2

All pupils are permitted to be outside in the grounds of the school, during break time (in
clement weather) — although they must not enter the woods area except under the
circumstances listed above. Girls should be responsible and sensible when playing
outside during break or lunch.

Breach of Rules

Breaking bounds or any serious misconduct entitles the Head to require girls to be
withdrawn from the school forthwith and without any refund of fees.

Parents are responsible for seeing that the girls know the Rules thoroughly before
entering the school, and are asked to co-operate in their observance.

Sanctions

It is expected that in most cases concerning discipline a verbal reprimand will be
adequate.

Misbehaviour

Disruptive or inappropriate behaviour in the classroom may result in the pupil being
sent to the Heads of Year or Deputy Head. Detentions are serious penalties incurred
for bad behaviour or consistently failing to produce work. If you are given a detention,
you and your parents will be notified in writing and you will be asked to report to the
Deputy Head at the allotted time.

Infringement of House Rules

Some privileges may be temporarily withdrawn for certain misdemeanours and always
for failing to sign out.

In some cases, some form of community service eg picking up litter on the field, may
be imposed.

Bullying

Any occurrence of bullying will immediately be reported to the Deputy Head Pastoral or
Academic, who will take such action as is necessary. A copy of our full Prevention of
Bullying Policy can be found in the policies section on First Class.
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1.3

1.4

1.5

1.6

Infringement of School Rules
The breaking of school rules may result in loss of privileges or a reprimand.

The following sanctions, however, will be automatic:

Smoking

First offence: a letter from the Head (or Deputy Head) and to the pupil’s parents..
Smoking in House will result in an immediate interview with the Head and a follow up
letter to parents. Girls will also be expected to see the Medical Team to discuss
strategies for stopping smoking. Second offence: may result in suspension. Girls are
reminded that it is illegal to purchase cigarettes under the age of 16.

Drinking

Girls are expected to obey the law on the purchase and consumption of alcohol. The
consumption of or introduction of alcohol into the school at any age without the
knowledge and consent of a senior member of staff may result in suspension.

Drugs

If any girl is found to be supplying controlled or illegal substances within the school,
she will be excluded.

If any girl is found in possession of controlled or illegal substances, the school reserves
the right to suspend or exclude the girl depending on the circumstances. A girl who
has been suspended will not normally be allowed to return unless she has agreed to
counselling. She and her parents may be required to agree for the girl to take a drugs
test at any time as requested by the school. A copy of our Substance Abuse policy can
be found on First Class.
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APPENDIX E
Misuse of ICT / Social Networking / Texting / Cyber-bullying

Prior’s Field School is committed to promoting high standards of behaviour in all areas of
pupils’ lives, including in their use of internet technology, social networking sites and
texting and emailing. All girls are required to sign up to the ICT Acceptable Use policy
and will be banned from the school ICT network if they infringe this policy.

All staff have a duty to be vigilant regarding girls’ behaviour on social networking sites.
Ensuring girls are fully aware of the risks of misuse of social networking sites forms a
robust and vigorous part of our PSHCE education; and is an area that we will revisit with
every year group. Any misconduct on social networking sites, or any behaviour or
communication which brings the school’s reputation into disrepute, will be treated very
seriously and is likely to result in a significant sanction.

Equally, the school takes very seriously, any sign of bullying or hurtful behaviour to other
girls through the network or using technology. This might include: sending malicious or
hurtful texts, e-mails or photos or using malicious, insulting or other hurtful descriptions
or comments on social networking sites such as Facebook or MySpace, or during instant
messaging conversations such as MSN or Google Talk.

Any report of this sort of behaviour, will be regarded as bullying and treated in the same
way by the school. (See the Prevention of Bullying policy.)

Whilst the school recognizes that much of this behaviour takes place outside of school
and out of school hours, the school accepts its responsibility to follow up any allegations
of persistent bullying through the network and parents will invariably be involved in any
discussions of this nature with the relevant pupils.
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APPENDIX F: DETENTION CLARIFICATION

Detention Clarification

See Behaviour Policy for full details of caution / sanction systems. This document simply clarifies detention
procedure:

1. School detention given for :
a) 15 cautions = Fri evening detention — the Deputy Heads run these & a letter will go home to parents
b) 20 cautions = Sat am Head’s detention — either Head or Deputy run this one.
c) ALSO - Fri evening detention may be given for specific behavioural issues eg Uniform
infringements, which the school is targeting if pupils have been made aware of this in advance.
These detentions can also be given for single misdemeanours if they are regarded as sufficiently
serious. The relevant HOY or HOD should be copied in to any detention entry. But see below: *

2. Entering girls into detention:
a) Can be done via ePortal.
b) HOYs can access detention overview via ePortal

3. Procedure for using detention
a) Staff should ensure that when they are entering girls for detention they should fill in the system
correctly and give all details. They should aim to make the entry 2 days clear of detention — if not, it
will need to be carried over to the next week’s detention. (Please also drop an email to relevant HOY
and JLu regarding the detention.)

b) “Caution” based detention (see tariff above) — will come from Form Tutors and Year Heads. Year
Heads should enter girls for a caution based detention and form tutors will already have had
conversations with Year Heads about this by this stage.

4, Depart ment “keep ins [/ catch up sessions”

a) These should go through HODs — but HODs must ensure that they inform Year Heads and the
Deputy Head Curriculum that they are holding these. (The Deputy Head Curriculum will keep a
separate log of these). (Note: if girls fail to turn up to “catch up” sessions or department “keep
ins”, then they will be entered into Friday detentions by Year Heads.) HODs or individual staff
members should let the relevant Head of Year know the circumstances as far in advance of the
detention as possible.

b) Depart ment *“ dlotldba teferedtsds” keep i ns” (or “cetch up s
some such) rather than detentions. This is to avoid confusion with the official school sanction of
detention.

5. Any other submission to a school detention — for extremely poor behaviour, for example, or serious
misdemeanour — ought to go through Yr Heads and the relevant Deputy. That is, they ought to enter
girls into the detention.

(NB: We are in the process of sourcing an updated electronic behaviour module through eportal which will allow
automatic communication with the relevant bodies in school, this will be coming on stream throughout the first
half of 2010.)
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APPENDIX G - Courtesy in School: Guidelines

AWe | ive by admiration, hope and |
At the heart of our school community is a sense of respect for others, for the school and for
ourselves. Being a member of Prior’s Field, means living and acting in such a way that
reflects this belief. Courtesy and good manners to all members of the school are integral to
this idea.

To that end:
- Girls will not barge past adults in corridors (whoever the adult is, or whatever the adult

is doing).

- Instead, girls will step aside and wait politely for the adult to pass.

- Girls should also acknowledge those adults with a smile and a greeting.

- Girls should open doors for adults as they pass.

- Girls should wait politely and patiently in the lunch queue (single file against the wall),
and in the queues at break and tea time. Girls should not “push into” the lunch queue,
no matter what their age or status in the school.

- Girls should never walk down the corridors eating, drinking or using mobiles.

- Girls should be silent when a teacher walks into a classroom. (Whether they stand up
or not, is up to individual staff members).

- Girls should acknowledge any visitors to the school — with a smile and eye-contact. If
the visitor is alone, the pupil should ask if they need help and direct them to the school
office or to the nearest member of staff.

- Sixth Form girls who might be in their Common Room during a tour (if a tour occurs
during break or lunchtime), should stop what they are doing and acknowledge the
visitor.

- Girls should not leave litter around the school or in classrooms, or leave their form
rooms untidy. This shows a lack of respect to those who have to clean up after them.

- The sound of laughter is always pleasant, but girls should not shriek or shout inside the
school buildings.

- In Assembly, girls should always show respect for the occasion and each other, by
entering and leaving in silence, and sitting quietly and patiently whilst waiting for the
assembly to start.

- If amember of staff (or anyone in the school community), has done a service for the
pupil (whether it be adding a notice into a register or taking a group on a trip), girls
should remember to acknowledge that service by thanking the member of staff. (If it is
a significant event — like a trip, or a social, then girls should write their thank yous.)

- In essence, girls should show the same level of respect to all adults regardless of their
role in the school.
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- They should also treat each other with respect.
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