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1. REWARDS 

1.1 

Commendations will be awarded for commitment to academic work and for service to all pupils in 

Years 7-11. 

 

1.2 Commendations for Behaviour for Learning, Effort in Class, and Effort with Homework 

 

When teachers enter the half term assessment grades electronically, they must also enter the 

assessment levels, one for each of the following areas: Behaviour for Learning, Effort in Class, 

Effort with Homework (see 8.20 of Staff Handbook).  Commendations are based on these levels 

that are awarded by staff.  The table below is an example of how the commendations are 

determined according to the number of grade 1s achieved: 

 

Percentage of 

Grade 1s 

achieved 

Number of 

Commendations 

awarded 

40%-49% 5 

50%-59% 10 

60%-69% 15 

70%-79% 20 

80%-89% 25 

90%-100% 30 

 

 

 

 

 

 

 

 

 



 

 

1.3 Commendations for Behaviour for Learning, Effort in Class, and Effort with 

Homework. 

In order to maximise success and incentivise as many pupils as a system of reward can allow 

Merits are awarded when a pupil has achieved less than the lowest percentage threshold for 

achieving 5 Commendations (as per the table above).  Merits are based on the number of Grade  

1s & 2s awarded as indicated below: 

 

Percentage of 

Grade 1s & 2s 

achieved 

Number of 

Merits awarded 

40%-49% 5 

50%-59% 10 

60%-69% 15 

70%-79% 20 

80%-89% 25 

90%-100% 30 

 

Merits are not equal to Commendations but nevertheless give cause for celebration and are 

intended to provide the incentive to do better.  In the case of both Commendations and Merits, 

recognition of achievement is acknowledged through form/year assemblies. 

 

1.4 Commendations for Service 

Commendations for service are awarded by staff by way of entering a commendation in the pupil’s 

homework diary and electronically. 

 

 

 

 

 

 

 



 

 

2. BEHAVIOUR 

2.1     Practice and Sanctions 

General good practice : 

 

 School expectations for classroom management must be followed at all times: 

 Work is planned according to learners’ needs  

 All staff are to deal with low level incidents which occur in lessons, according to their 

professional judgement.   

 A teacher should exercise his/ her own authority to teach and to discipline appropriately 

(a teacher should not threaten to contact/inform other members of staff as a means of 

controlling a child’s behaviour). 

 A teacher must check the behaviour, not the child - discreetly 

 A teacher should catch pupils being good in order to find opportunities for praise and 

rewards 

 It is important that the school promptly communicates its concerns with the parents 

regarding pupil behaviour/ lack of learning 

 The School Diary is the first stage of communication between teacher and home and must 

be used. Therefore a teacher must always insist that pupils have their School Diary on their 

desks. 

Subject Leaders play an important role in ensuring that the staff in their departments are supported 

in terms of professional advice (classroom management, curriculum strategies, disciplinary support). 

Sanction 1: 

 A teacher should always politely preface action with the first stage warning that action will 

be taken if poor behaviour persists. 

 In-class withdrawal – this is when a pupil is moved to a location on her own and away from 

friends if possible.  

 The teacher will warn the pupil that a Misconduct Mark (see next section) may be entered in 

her School Diary. 

 A teacher will automatically enter a Misconduct Mark in red in the diary for a more serious / 

persistent offence.  

Teachers may send a pupil to a Departmental Member’s classroom according to the department’s 

‘parking’ system. The ‘parking’ system is short term and planned in advance; the child will have work 

that has been set already.  The teacher will keep a record in the pupil’s Diary that the pupil has been 

placed in another classroom and ensure that the pupil has work to do.   

Subject Leaders will support members of their department early on at this stage regarding teaching 

and management strategies.  The Subject Leader must ascertain whether the pupil’s behaviour 

results from a failure to understand fully the class work.  

Sanction 1 Summary 

 Verbal warning 

 In-class withdrawal 

 Misconduct Mark in School Dairy 

 

 



 

 

Misconduct Mark 

Misconduct Marks are not just given for talking in class etc; they are also given for a variety of 

behaviours that are unacceptable.  The codes identifying the different types of unacceptable 

behaviour are as follows:  

Codes for Misconduct 

 B  Poor behaviour (e.g. off task, low level disruption).  

 U  Jewellery/make up, uniform offences. 

 D  Diary used inappropriately/not signed/no HW recorded. 

 E  Equipment issues- no text book, diary, calculator, etc. 

 LHW  Late Homework. 

 L  Late. 

 MP  Mobile phone being used/rings in lesson.  (Mobile Phones will be confiscated      

and given to the Pastoral Manager with child’s name and date of 

confiscation.) 

 

In the event of a pupil committing a misdemeanour, the teacher enters the appropriate code in the 

pupil’s Diary and on the schools computer record.   

Three Misconduct Marks during any one half term will result in detention. Any follow-up necessary, 

e.g. a missed detention, will be pursued by the Pastoral Manager. 

Sanction 2:   After-school Detention:  

An After-school Detention is a significant punishment. 

An After-school Detention is issued after a pupil has been given three Misconduct Marks during a 

half term.  It is held each week on a Wednesday by the Pastoral Manager and lasts 60 minutes.  

A letter is sent out at least two days before detention is served. 

If a pupil is absent, parents are contacted immediately by a member of the Pastoral Manager who 

sets a detention for the following week.  If it is the case that the detention was deliberately missed, 

the detention period will be extended to 90 minutes. 

Sanction 3:   Withdrawal from lessons  

Withdrawal from lessons / internal exclusion applies when a pupil misbehaves seriously in class. 

In such an event, the teacher should send for a member of the Pastoral Team; the child will be 

withdrawn to work in the Heads of Year Room.    

A pupil automatically receives a Misconduct Mark if withdrawn from lessons owing to misbehaviour 

but, of course, the Pastoral Manager /Head of Year will decide whether further action is required.  

Mr Gray, Assistant Headteacher will be informed. Parents will be informed by the Head Of Year.  

 



 

 

Sanction 4: Interview 

The Head of Year interviews pupil and contacts parents after two after-school detentions. The 

purpose of the interview is to assess causes and find solutions. 

Sanction 5:  On Report 

For persistent lack of learning / off task / low level disruption in class and failure to respond to 

general  strategies and lower level sanctions.  If a pupil still shows no sign of improvement, she will 

be placed on report for two weeks, which will be evaluated daily by the Head of Year.  Parents will 

be kept up to date on the pupil’s progress. 

 

 

 

 

 

 

 

 

 

 

 

Sanction 6: Fixed-term Exclusion 

Following a serious breach of the Coloma Code of Conduct involving defiance / abuse to other 

pupils and / or staff, exclusion procedures will be put in place at the discretion of the Headteacher.  

 

Parents are asked in to accompany pupil home.  Formal re-admission of pupil will be conducted in 

the presence of parent/s with strict guidelines in place. A record will be kept on the pupil’s file. 

 

Parents should expect to be called to school and their child excluded from school where a pupil is 

involved in any of the following: 

 Physical assault against a pupil 

 Physical assault against an adult 

 Verbal abuse/threatening behaviour against a pupil 

 Verbal abuse/threatening behaviour against an adult 

 Bullying 

 Racist abuse 

 Sexual misconduct 

 Drugs and alcohol related incidents 

The Report System:  

Green Report (two weeks):  Managed by Head of Year 

Yellow Report (two weeks):  Managed by Mr Gray 

Red Report (two weeks):  Managed by Mrs Martin 

 

To be on report is a serious matter and automatically goes on the pupil’s file.   

A pupil’s aim must be to get off report as quickly as possible through good 

behaviour and hard work. Strategies for coming off report are put in place by the 

teacher overseeing the pupil’s progress. 

If however the pupil fails to get off report in the short term then the matter becomes 

much more grave and will lead towards exclusion.    



 

 

 Damage 

 Theft 

 Persistent disruptive behaviour 

 Other 

 

Sanction 7:  Pastoral Support Programme (PSP) 

Pupil is placed on a formal support programme in order to bring about positive change. 

Sanction 8:  Permanent Exclusion 

Parents should expect to be called to school and their child permanently excluded from school if 

they pose a threat to the health and safety of others in the school community. This includes being in 

possession of an offensive weapon, assaulting members of staff, possession of drugs, a culmination of 

lesser offences which have been dealt with through other measures but where the child does not 

alter her behaviour.  Prior to permanent exclusion, pupils may be offered a range of measures of 

support from the Educational Welfare Service, counsellors, etc. where appropriate. 

Only the Headteacher can permanently exclude a pupil from the school.  Parents have a right to 

attend when the School Governors meet to consider the Headteacher’s action. 

Summary 

 Teacher enters one Misconduct Mark twice: once in the pupil’s School Diary, once on the 

school computer’s Staff Shared Area. 

 3 x Misconduct Marks = Detention  

 2 x detentions in a term will lead to a meeting with the child’s parent and HoY. 

 Green Report  over two-week period (HoY notifies parent; review) 

 Yellow Report over two-week period (Assistant Headteacher has a meeting with the parent; 

Assistant Headteacher and HoY review). 

 Red Report  over two-week period (Headteacher/Assistant Headteacher /HoY, parent 

brought in for meeting; review) 

 Pastoral Support Programme: Coloma’s pastoral support programme, with involvement of 

Form Tutor, HoY, Assistant Headteacher, Special Educational Needs Co-ordinator 

(SENCO), will be initiated as appropriate during sanctions 3-6 and will, if there is a negative 

review following sanction 6, become a formal Pastoral Support Programme. 

 One or more fixed-term exclusions may be implemented. This is entirely at the discretion of 

Mrs Martin. Once an exclusion has been implemented, a formal Pastoral Support Programme 

is immediately set up. 

 

2.2 Correcting Uniform and Appearance 

All Staff are expected to familiarise themselves with the uniform/appearance rules and have the 

responsibility to support Form Tutors in ensuring that official school uniform is correctly worn at all 

times. 

In the first instance, the Form Tutors have the duty to enforce the correct wearing of uniform, 

including the enforcement of school regulations with regard to make-up and jewellery.  If girls fail to 

respond to the Form Tutors they should then be referred to the Head of Year.  The Head of Year 

will then communicate with parents, and inform the Form Tutors of their responses and action 



 

 

taken. If the Head of Year does not get a response from the parents or the pupil, then she/he must 

inform Mr. Gray or Mrs. Martin so that further action can be taken. 

 

 

2.3  Mobile Phones & Electronic Equipment 

 

The school policy on mobile phones is:  

 

1. Any mobile phones brought into school must always be SWITCHED OFF between 8.00 

am and 3.15 pm and must be kept out of sight.  This also applies after 3.15 pm when a 

student is attending an after-school activity, e.g. twilight lesson, detention, rehearsal or 

sporting activity, unless permission has been given by a member of staff.  If mobile phones 

are seen, heard or found to be switched on in school, they will be confiscated for one 

month and parents will be asked to collect them from the school at the end of the 

confiscation period. 

 

2. Personal stereos/ipods/cameras are NOT to be brought into school.  Coloma accepts no 

responsibility for the security of such valuable equipment. 

 

 

3. The same procedure of confiscation applies to ipods, MP3 players, computer games and 

related items, should a pupil be found using them in lessons or during the school day. 

 

 
2.4 Physical Intervention/Positive Handling 

 

Our policy on physical intervention/positive handling by staff complies with the DfE non-

statutory guidance “Use of Force to Control or Restrain Pupils” 2007. 

 

1. Staff must only ever use physical intervention as a last resort when a child is endangering 

herself or others and that at all times it must be the minimum force necessary to prevent 

injury to another person; 

2. Such events should be recorded and signed by a witness; 

3. We understand that physical intervention of a nature which causes injury or distress to a 

child may be considered under LA child protection or disciplinary procedures.  

 


