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BEHAVIOUR - REWARDS and SANCTIONS POLICY: PREP SCHOOL 
(402 PS) 
Including EYFS 

Introduction 
 
‘Discipline’ is the system and ethos which aims to cultivate in pupils an acceptance and 
recognition of responsibility for their own decisions and actions and for their consequences. A 
high standard of behaviour will be expected at all times.  
 
Aims 
 
We aim to cultivate an atmosphere where respect is shown by pupils and staff towards each 
other and each other’s property. We expect high standards of behaviour and believe that this 
can be achieved in a positive manner and certainly not by creating a repressive or dictatorial 
regime. Consistency should be shown at all times. Good behaviour will be promoted in all 
aspects of school life, through well prepared, differentiated and stimulating lessons, PSHE, 
Assemblies and strong pastoral relationships between staff and pupils. 
 
At Sutton High Prep School we believe that children flourish best when their personal, social 
and emotional needs are met and where there are clear, developmentally appropriate 
expectations for their behaviour. Positive Behaviour is encouraged and expected with staff 
and pupils understanding that it is a necessary component for the effective running of a safe 
and secure learning environment. 
 
Rewards are more effective than punishment. Frequent use of praise is demonstrated by staff, 
both in lessons and around the school, so that good behaviour is instantly recognised and 
positively rewarded. Pupils are encouraged to take an active part in creating an environment 
where respect for others is shown at all times. Behavioural expectations and the House Point 
system are explained and discussed at the beginning of each new academic year. Pupils 
causing concern are discussed at weekly staff meetings and closely monitored. 
 
 
Good behaviour will: 

 allow all members of the community to feel safe and secure  
 promote physical and mental well-being of all members of the community 
 show care for the physical environment and belongings of others 
 allow all members of the community to develop into confident individuals 
 demonstrate self-control so that everyone can enjoy a positive teaching and learning 

experience  
 show respect for the opinions, culture, religion, faith, individuality, background or 

appearance of others 
 show equal respect for all members of the community 
 

Any discipline and behaviour policy has to be flexible and by its very nature cannot prescribe 
the course of action which will be taken in every circumstance. 
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It is important for the well-being of pupils and staff, both teaching and non-teaching, and the 
smooth-running of the school that everyone is aware of the standards expected within the 
school community. Children need to know the boundaries and what will happen if they 
overstep them. 
 
As far as possible the focus of behaviour management should be positive. Sanctions should 
not be purely punitive but encourage positive changes to future behaviour.  It is important to 
identify the underlying causes of misbehaviour before deciding upon the nature of a sanction.  
Boredom, lack of understanding or personal difficulties at home or at school are the major 
reasons why pupils misbehave. Sanctions will be greater for serious incidents such as 
significant or persistent thefts, malicious damage to property, possession of illegal 
substances, gross misconduct causing physical or mental or emotional harm to others (for 
example, bullying) and persistent lying. In really serious cases, exclusion may be necessary. 
 
Staff must be seen to be fair. Children need to know that all staff will react in the same way. 
Consistency is of paramount importance and all decisions will be made with the well-being of 
all our pupils in mind. Sharing of information occurs regularly in staff meetings and in annual 
handover meetings.  
 
Pupils with ALN/SEN may require reasonable adjustments to the behaviour policy for their 
specific needs. 
 

Prep School including EYFS 
 
It is expected that good standards of behaviour will be encouraged thorough the consistent 
application of the ‘The Golden Rules’ and ‘Right Track’ supported by a balanced combination 
of rewards and sanctions. It is recognised that good behaviour is the joint responsibility of 
staff, parents and the girls themselves. With the support and involvement of parents and girls, 
good behaviour within the school community is achieved. 
 
It is expected that girls will:  

 do their best; 
 contribute to their own learning 
 treat others, their belongings and the environment with respect 
 show consideration for others 
 consider the effects of their actions on others 

 
It is expected that parents will: 

 make children aware of appropriate behaviour 
 encourage independence and self-discipline 
 show an interest in all their child does in school 
 support the school in implementing this policy 
 familiarise themselves with the school rules 

 
It is expected that staff will: 

 treat all children fairly and with respect  
 create a safe and pleasant environment both physically and emotionally 
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 use rewards and consequences clearly and consistently  
 be a good role model 
 promote and encourage good behaviour by providing a range of rewards  

 
1. Golden Rules and The Right Track 

 
A smooth transition from the EYFS through to Years 1-6 is effected with the use of Jenny 
Mosley Golden Rules from Nursery up to Year 2 to support our other positive behaviour 
strategies. The Golden Rules are displayed in all classrooms (Appendix 2a) These are: 
 

 We are gentle 
 We are kind and helpful 
 We listen 
 We are honest 
 We work hard 
 We look after property 

 
At Sutton High Prep School, pupils will have opportunities to develop as independent learners 
who are responsible young women, answerable for their own decisions. The girls are 
expected to act as role models for the younger pupils. In preparation for the Senior School, 
Years 3-6 move on from the Golden Rules to Right Track (displayed in classrooms – 
Appendix 2b). The Right Track provides a basic code setting out what is expected of each 
pupil as part of the Sutton High Prep School community.   
 
The Right Track 
 

 Pupils have the RIGHT to learn 
 Teachers have the RIGHT to teach 
 Everyone has the RIGHT to be safe 

 
 
 

Turn up punctually, equipped and ready to work 

 Respect other pupils and staff including their property and opinions 

 

 
 

Always offer to help 

 
 

Celebrate your successes and those of others 

 
 

Keep striving for your best at all times 

 
1. Rewards 
Genuine praise and encouragement for work well done and good behaviour are the two most 
important forms of rewards.  Staff are careful to praise the process, behaviour and effort 
involved.  This helps to reinforce the positive behaviour that is expected.   
 
Effective Praise 

T 
R 

A 

C 

K 
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This policy has been written with Carol Dweck’s research in mind.  Her work on ‘mindset’ – 
fixed and growth and their influences on motivation have been key in determining effective 
forms of praise to be used across the school.  Frequent use of praise in all areas is an 
imbedded part of the culture at Sutton High Prep School.  However, we are mindful to ensure 
that we are encouraging a ‘growth mindset’.  We do this by ensuring that the girls care about 
their learning and understand that effort as well as innate intelligence is the key to success.  
There is constant reinforcement into the importance of risk-taking and how mistakes and 
failures can be used to strengthen understanding and ultimately lead to a greater depth of 
understanding. 
 
Therefore effective praise needs to be administered carefully and taking growth mindset into 
consideration.  If students are praised for their intelligence alone this ultimately encourages a 
fear of failure and a reluctance to tackle challenging learning.  However, when students are 
praised for effort, perseverance, resilience etc this helps to foster sustained motivation. 
 
Examples of Effective Praise to Encourage a Growth Mindset: 
 
I can see from the improvement in your results that you studied really hard for your Maths 
test.  The way that you went over the work we covered in class and practised more sums at 
home really worked for you, well done. 
 
I could see that you were finding the story writing in English hard today.  You stayed in your 
seat, concentrated and worked really hard.  In the end this hard work paid off, your story was 
very good – I’m proud of you. 
 
I really like the way that you tried lots of ways of solving the problem you had with your 
experiment in science today.  You worked it out in the end because you kept thinking and 
you kept trying – well done. 
 
Further Reading: 
 
‘Mindset: How you can Fulfil Your Potential’ by Carol Dweck 
 
Prep School Rewards 
 

 verbal praise is given when good behaviour is observed 
 weekly Gold Book entries are made by staff in recognition of good work, good 

behaviour, acts of kindness. Entries are linked to the Sutton High Prep School 
Learning Powers. Girls are congratulated during the weekly Gold Book Assembly and 
stickers are presented by the Director of Pastoral Care.  

 Sharing work with other pupils, teachers, members of PSLT or the Head of thePrep 
School 

 Awarding House Points 
 Notes in journal, conversations/ other feedback to parents 
 Visit to the Head of the Prep School 
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Prep School Rewards in EYFS  
In addition to Prep School Rewards 

 Stickers combined with verbal feedback 
 Stickers given for good lunchtime behaviour 

 
The following possible rewards for good behaviour are displayed in the classrooms (Appendix 
3) alongside the consequences for poor behaviour. 
 
How do I know if I have been successful with my work or behaviour? 
 
I will definitely feel happy and proud, so will my parents and everyone else at school. 
 
I might: 

 Be told how well I have done 
 Share my work with other girls and adults  
 Get a sticker or a smiley face 
 Get a House Point 

 
An extra special reward is  

 An entry in the Gold Book 
 For my teacher to tell my parents 
 I might earn my class some extra minutes of Golden Time (KS1 3 minutes; KS2 5 

minutes) 
 

 
Prep School Rewards in Key Stage 1 
In addition to Prep School Rewards, 
 

 House Points are awarded for good behaviour and good work. Points are collected at 
the end of each week and added to the whole house total. 

 Golden Time is earned. Girls earn Golden Time where they can choose from a variety 
of special activities, games etc. 

 
Prep School Rewards in Key Stage 2 
In addition to Prep School Rewards, 
 

 Stickers and house points are awarded for good work, kind behaviour or any positive 
reason 

 Golden Time is earned 
 When girls have gained 25 House Points, 50 House Points and 100 House Points this 

is recognised  
 

2. Sanctions 
 

Pupils have the right to expect fair and consistently applied sanctions for poor behaviour 
which make a clear distinction between serious and minor infringements.  Sanctions will be 
imposed fairly and consistently when rules are broken and the level of sanction will relate to 
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the seriousness of the incident. Sanctions should be appropriate to the offence and the age 
group and applied consistently with the aim to improve behaviour and working habits. Any 
Special Educational Needs or disabilities are taken into consideration. 
 
Examples of Bad Behaviour 
Low Level Poor Behaviour 

Example Process Additional Possible Sanctions 

Fidgeting, causing distraction 
to others 
Telling tales 
Unkind remarks 
Time wasting 
Pushing/ jostling in the line 
Borrowing without 
permission 
 

Usually dealt with in the classroom 
using ‘Poor Behaviour in the 
Classroom Process’ 
 
The Deputy Head, Director of 
Pastoral Care and the Head of the 
Prep School will also be informed of 
incidents of persistent low level 
poor behaviour. Brief written notes 
are provided by the class teacher. 
 

 Repeat the activity to a 
better standard 

 Related sanction e.g. 
completing work for 
homework, cleaning up the 
mess etc 

N.B. Teachers will ensure that 
girls who fidget due to individual 
needs are supported and not 
sanctioned by remaining inside 
at break times. 
 

Moderate Poor Behaviour 

Example Process Additional Possible Sanctions 

Consistently poor effort 
Disregarding staff 
instructions 
Refusal to co-operate 
 

Girls displaying Moderate Poor 
Behaviour may also have been 
through the process listed above 
for Low Level Poor Behaviour.  
However this is dependent on the 
behaviour.  It may be appropriate to 
go straight to the additional 
sanctions 
 
The girl will be referred to the 
Deputy Head or Director of Pastoral 
Care. The Head of the Prep School 
will be informed and may be 
involved.  Parents will be informed 
by the class teacher in the first 
instance.  A meeting involving the 
Deputy Head Director of Pastoral 
Care and/or the Head of the Prep 
School with the girls’ parents may 
be appropriate.   
All instances of moderate 
misbehaviour, including the 
sanctions used, are recorded by 
the Head of the Prep School. 
 

 Withdrawal of privileges 
 Sit apart from other girls 
 Stand or sit out at break 

time/ lunchtime for a set 
amount of time 

 Extra work 
 Reflect on their behaviour 

and write about it 
 
N.B. Before any of these 
additional sanctions occur the 
teacher will have consulted the 
Director of Pastoral Care. 

Serious Poor Behaviour 

Examples Process Additional Possible Sanctions 

Vandalism 
Significant or persistent 
thefts 

Referred to the Director of Pastoral 
Care and the Head of the Prep 
School immediately. This is 

 Parental involvement 
 Individual Behaviour Plan 
 Involve outside agency 
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Malicious damage to 
property 
Gross misconduct causing 
physical or mental or 
emotional harm to others 
(e.g. bullying) This includes 
biting and punching 
Persistent lying 
Possession of illegal 
substances 
 

documented to identify patterns of 
behaviour. 
 
The Head of the Prep School will 
contact parents to inform and to 
explain the actions taken. This will 
require a formal meeting 
The Head of the Prep School will 
seek parental support in monitoring 
the effectiveness of follow up 
actions taken 
 

 Suspension 
 A fixed term or permanent 

exclusion. Fixed term or 
permanent exclusions are 
imposed by the 
Headmistress only. (See 
GDST Fixed Period and 
Permanent Exclusions Policy 
(405a)) 

 

 
 
Following a reported incident of unacceptable behaviour, class teachers will: 
 

 speak with an individual girl or group to establish the alleged action 
 encourage the girl or girls to recognise what they have done wrong and help them to 

explore the reasons for the offending behaviour 
 encourage the pupils to appreciate how another pupil or pupils felt as a result of the 

offending behaviour 
 express disappointment at the offence in question and emphasise the fact that we 

cannot condone such behaviour or attitude 
 Use class PSHE lessons, circle time, role play and Assemblies to address issues as 

they arise.  
 Where appropriate inform other staff of the issue at Prep School staff meetings. 
 It may be appropriate for parents to be informed. 

 
Poor Behaviour in the Classroom 
 
The following set process is used by all staff and is displayed in all classrooms (Appendix 4). 
 
What happens if my behaviour means that I or other people cannot work? 
 

1. I will be reminded of the correct behaviour expected at Sutton High School 
2. A warning card will be placed on my desk.   
3. I will be given a 3 minute time out to help me change my behaviour. 
4. I will miss some of Golden Time. (KS1 3 minutes; KS2 5 minutes) 
5. I will have a conversation with my teacher and my parents so that everyone can 

help me to correct my behaviour. 
 
Class teachers inform the Head Teacher and Director of Pastoral Care of any girls who 
misbehave regularly and support is required. 
If the behaviour persists an appropriate sanction for the misdemeanour is chosen. It may be 
appropriate for a pupil to be placed on a rapid support, which will ensure their behaviour is 
tracked and support provided. 
 
Dealing with Poor Organisation 
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Class teachers are responsible for supporting girls with poor organisation.  Girls are 
supported and helped in the first instance.  However, repeated failure to bring the right 
equipment (including kit) should be dealt with by an age appropriate sanction and taking into 
account any special educational needs. In instances of forgotten kit, as far as possible, girls 
will not be allowed to avoid the lesson in question.  The class teacher will work with the girl 
and her parents in order to address any sustained problems with organisation. 
 
 
Prep School Sanctions EYFS 
 
 Behaviour Discs are used in each classroom. If a girl uses unacceptable behaviour, they 

are asked to select the correct image and display it discreetly on the wall. These act as a 
visual prompt to remind them, and others to make a better choice. The girls are 
encouraged to recognise mistakes in their own behaviour and display the corresponding 
image without an adult’s help. A ‘team’ approach is fostered, with everyone working 
together to maintain good behaviour and the girls are actively encouraged to help each 
other.  

 Girls may be asked to ‘sit out’ of an activity. A sand-timer is used as a visual prompt to 
show the passage of time and when they may re-join the other girls. 

 If unacceptable behaviour persists girls are sent to the Head of Early Years, who will be 
informed and will support the girl to correct her behaviour, and may organise a meeting 
with her parents. 

 
Prep School Sanctions Key Stage 1 
 
 The class teacher talks to the girl about her behaviour 
 ‘Poor Behaviour in the Classroom Process’ (above) is followed.  
 It may be appropriate for students to be allowed to ‘earn back’ golden time.  This is only 

appropriate for minor infringements and at the discretion of the class teacher. 
 A Support Card (Positive Behaviour Chart) may be used for persistent unacceptable or 

challenging behaviour. The Chart itself always focuses on Positive Behaviour.  At this 
point, The Head of Prep School, Director of Pastoral Care and parents of the girl in 
question are informed. The chart is filled in during the day by the class teacher in 
consultation with the girl in question. Parents check and sign the chart at the end of each 
day. 

 
Prep School Sanctions Key Stage 2 
 
We believe in the importance of actively teaching positive behaviour. If a child misbehaves, 
the class teacher will discuss the behaviour with all those involved. Staff encourage the girls 
to try to resolve disputes themselves in the first instance and to make the ‘right’ choice, taking 
responsibility for their own actions.   
 

 

Corporal Punishment including EYFS 
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No forms of corporal punishment are used or threatened.  Corporal punishment is defined as 
“Any degree of physical contact which is deliberately intended to cause pain, injury or 
humiliation”.  Equally unacceptable is any form of sanction designed to humiliate a child. 
 
Use of Force and Restraint 
 
The Headmistress has authorised all members of staff and others put temporarily in charge of 
pupils to use force or restraint in exceptional circumstances where the safety of pupils is 
compromised or potentially compromised and there is no other reasonable way to achieve 
the desired result.  Further information and guidance about the Use of Force and Restraint 
can be found in Appendix 1 of this policy. 
 
When physical intervention is allowable (for example, to avert immediate danger or personal 
injury), the procedure for recording any such occasions is followed and staff are required to 
inform parents on the same day or as soon as reasonable practicable. The Head of Prep 
School will be informed and the incident recorded on the behaviour tracker. Incidents of 
physical intervention are recorded in the EYFS physical intervention log. 
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Appendix 1:  Use of Force and Restraint 
    
All members of staff (and other staff people whom the Head has temporarily put in charge of 
pupils such as volunteers or parents accompanying students on a school organised visit and 
volunteers with the Head‘s permission) are legally entitled to use reasonable force to control 
or restrain pupils but must not use force as a punishment.  This entitlement applies not only 
whilst on school premises but also whenever the teacher (or other person with the Head’s 
permission) has lawful control or charge of pupils. 
 
When can reasonable force be used? 
 
 Reasonable force can be used to prevent pupils from hurting themselves or others, from 

damaging property, or from causing disorder.  
 In schools, force is used for two main purposes – to control pupils or to restrain them. 
 The decision on whether or not to physically intervene is down to the professional 

judgement of the staff member concerned and should always depend on the individual 
circumstances.  

 
The following list is not exhaustive but provides some examples of situations where 
reasonable force can be used: 
 
 To prevent immediate danger/injury to the pupil concerned, any other pupils, staff, or 

volunteers  
 To prevent serious damage to property 
 To prevent serious breaches of school discipline 
 To prevent a pupil behaving in a way that seriously disrupts a school event or a school 

trip/visit 
 To remove disruptive children from the classroom where they have refused to follow an 

instruction to do so 
 To prevent a pupil leaving the classroom where allowing the pupil to leave would risk 

their safety or lead to behaviour that disrupts the behaviour of others 
 

Safe methods of reasonable force must be used for the shortest period of time necessary and 
with the minimum amount of force necessary to achieve the desired result.  It is also important 
to realise that use of force should always be as a last resort, when the chances of achieving 
the desired result by other means were low, and only when the potential consequences of 
not intervening were sufficiently serious to justify considering use of force. 
 
In addition to the general power to use reasonable force, Heads and authorised staff can "use 
such force as is reasonable in the circumstances for exercising that power" in relation to a 
search for knives or weapons, alcohol, illegal drugs and stolen items, tobacco and cigarette 
papers, fireworks and pornographic images.  Guidance on the power to search without 
consent is available from the DfE.  At Sutton High School, no search should take place without 
the express consent of the Headmistress or, in her absence, the Deputy Head. 
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Whenever a member of staff has had to use force, or restrain a child for her own safety, they 
should speak as soon as possible to the Headmistress or, in her absence, the Deputy Head.  
A careful written record of the incident should be made as soon as possible after the event, 
noting the names of pupils and other adults who may have witnessed it. Where there are 
safeguarding concerns, the Designated Safeguarding Lead should also be informed.  
Whenever an incident involving the use of force or restrain has occurred, a member of SLT 
should contact the parents as soon as possible, informing them of what has occurred and 
inviting them into school to discuss the incident. 
 
Where force or restraint have been used, the member of staff or the children who have 
witnessed it may be distressed.  Follow up counselling and support may be offered by the 
School Counsellor, if required. 
 
The use of inappropriate or excessive force may result in disciplinary action or criminal 
charges. 
 
 Inappropriate use of force is using force as a punishment or when the situation could 

have been resolved without using force or degrading the pupil; 
 Excessive force is using too much force and / or using force for too long a period of 

time. 
 

Further information and guidance on the use of force and restraint can be found in the DfE 
guidance on Use of Reasonable Force in Schools 2013.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Title Behaviour Policy: Prep School (402) Page Page 12 of 15 

Last reviewed August 2019 Next Review August 2020 Author/Lead 
Director of Pastoral 
Care (Prep School) 

 

Appendix 2a – The Golden Rules 
 

The Golden Rules 
 

 We are gentle 

 We are kind and helpful 

 We listen 

 We are honest 

 We work hard 

 We look after property 
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Appendix 2b – The Right Track 
 

 
The Right T R A C K 

 

Pupils have the RIGHT to learn 
Teachers have the RIGHT to teach 
Everyone has the RIGHT to be safe 
 
 
 
 
 Turn up punctually, equipped and 

ready to work 
 

 Respect other pupils and staff 
including their property and opinions 
 

 
 Always offer to help 

 
 
 Celebrate your successes and those of 

others 
 

 
 Keep striving for your best at all times 
 
 
 
 
 
 

R 

A 

C 

K 

T 
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Appendix 3 – Rewards 
 

Rewards at Sutton High School 
 

How do I know if I have been successful with 
my work or Behaviour? 

 
I will definitely feel happy and proud, so will my 
parents and everyone else at school. 
 
I might… 
 Be told how well I have done 

 Share my work with other children and adults 

in the school 

 Get a sticker or a smiley face 

 

An extra special reward is  

 A House Point 

 An entry in the Gold Book 

 For my teacher to tell my parents 

 I might earn my class some extra minutes of 

Golden Time  

 I will tell the Head of Prep School 
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Appendix 4 – Consequences 
 

Consequences at Sutton High School 
 

What happens if my behaviour means that I 
or other people cannot work? 

 
 

1st   I will be reminded of the behaviour expected 
at Sutton High School 

 
2nd  A warning card will be placed on my desk. 
   
3rd  I will be given a 3 minute time out to help me 

change my behaviour. 
 
4th  I will miss some of Golden Time.  
 
5th  I will have a conversation with my teacher and 

my parents so that everyone can help me to 
correct my behaviour. 

 
 


