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Woolgrove Special Needs Academy 
Promoting Positive Behaviour Policy 

Woolgrove School seeks to create a happy, secure and stimulating environment in 
which all can experience success and realise their unique potential. 

 To raise people's self-esteem, so that they are able to make the most of their 
Abilities and talents, 

 To foster a sense of curiosity and a love of learning, so that all will develop a 
determination to achieve and Succeed, 

 To work in Partnership with parents, other schools and the wider community, 
to promote a more inclusive education system and a sense of citizenship, 

 To promote Independence and encourage intellectual, emotional, spiritual 
and healthy growth, so that everyone can become lifelong learners, 

 To work together in an atmosphere of trust and mutual Respect, so that all 
feel equally safe and valued, 

 To provide a challenging and Enriching curriculum which addresses 
individual needs. 

The Governors and staff believe that all members of the school community should: 

 Show respect for one another 

 Avoid confrontation by approaching conflict and challenging behaviour 
constructively 

 Work together to enhance everyone’s self-esteem 
 
It is our aim to promote positive behaviour in our pupils so as to: 
 

 establish a stable and safe social and learning environment 

 develop the self-discipline of our pupils by encouraging them to be 
responsible for their own behaviour and understand that their 
actions have consequences 

 show appropriate respect for the school environment and its 
resources 

 involve pupils in discussing their behaviour 

Statutory Responsibilities 

This Policy is written with due regard to fulfilling our statutory responsibilities as laid 
out in the: 

Education Act 1996 
School Standards and Framework Act 1998 
Education Act 2002 
Education and Inspections Act 2006 
Education Act 2011 
Equality Act 2010 
http://www.education.gov.uk/schools/pupilsupport/behaviour/behaviourpolicies/f0076803/beh
aviour-and-discipline-in-schools---a-guide-for-headteachers-and-school-staff 



Roles and Responsibilities: 
 
1. Governors 
The Governing Body will ensure that there is a Positive Behaviour Policy in place 
and review its implementation annually. 
 
2. Headteacher 
The Headteacher will oversee the implementation of the Positive Behaviour Policy, 
evaluate its success periodically with staff, and report to Governors at least annually 
on its implementation.  The Headteacher / Deputy Headteacher is responsible for 
monitoring behaviour on a daily basis by reviewing the department incident logs. 
 
3. Deputy Headteacher 
The Deputy Headteacher is responsible for annually monitoring behaviour through 
scrutiny of incident forms/playground incidents/violent incidents etc. 
 
4. Senior Leadership Team/Heads of Department 
Members of the Senior Leadership Team will ensure that: 
 

 The Positive Behaviour Policy is active in their areas and that areas of 
concern are shared with their staff. 

 Staff are supported in implementing strategies to support pupils.  

 Positive Behaviour Support Plans (BSPs) or Sensory Support Plans (SSPs) 
are in place for pupils needing extra support. 

 The BSPs are regularly monitored and evaluated. 

 Training is offered and up to date for all staff. 
 
5. Whole School Staff 
All school staff will work together to implement the Positive Behaviour Policy, using a 
consistent approach and acting as positive role models. This policy has been put 
together in consultation with all school staff and parents who have all had the 
opportunity to share ideas, strategies and best practice.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
A Code of Behaviour (School Rules) 
At Woolgrove, our Behaviour Code is consistent with our Behaviour Policy. This has been 
devised in consultation with the Governors, school staff, pupils and parents. The code sets 
out positive expectations as to how our children should behave at school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



: 
 
Teaching and Learning How to Behave: Prevention 
At Woolgrove School we believe that pupils need to learn positive behaviours and take an 
active role in being responsible for how they behaviour and their actions. Every available 
opportunity is made to teach, model and promote positive behaviour, raise confidence and 
self-esteem and develop personal and social skills. Preventative planning and intervention at 
an organisational, classroom and individual level can help alleviate situations by allowing 
pupils to remain composed, maintain their self-esteem and continue their activities in a 
positive way. 
 
Opportunities are intentionally planned and delivered through both the formal and informal 
school curriculum.  
 

 Positive Role Modelling: Building positive relationships with staff and pupils. 
Modelling good and rewarding behaviour. 

 PSHCE: Whole school termly topics following the Social Emotional Aspects of 
Learning (SEAL) programme – New Beginnings, Relationships, Changes, Going for 
Goals, Its Good to be Me. There is also a focus on anti-bullying. 

 Assemblies: Whole school assembly occurs every Monday and is linked to SEAL 
topics. Whole school reinforcement of expected behaviour is modelled through story, 
presentation and song. Pupils will also have the opportunity to share their work in 
class topic assemblies. Junior school pupils attend a Friday Star Awards assembly 
that celebrates good behaviour/work progress; team badges and points etc. Infant 
award assembly takes place on a Wednesday afternoon.    

 BME (Black, Minority and Ethnic Achievement): Regular opportunities are made 
for staff training and INSETs to support staff in developing inclusive curriculum 
opportunities and practice.    

 Structure and Routines: Whole school/class and individual routines are clear and 
consistent to promote and improve positive attitudes to learning. This is achieved 
through imaginative planning that takes into account engagement, different learning 
styles (VAK) and visual support strategies. Class and individual visual timetables are 
used to support our pupils throughout the school day. 

 Dinner times and playtimes: Structures are put in place to promote and develop 
calm dinner times and happy playtimes. A dinner trophy and “good eating” stickers 
are awarded when positive behaviour is demonstrated at lunch time. Music is used 
as pupils enter and leave the dining hall and staff model good sitting and listening 
skills. A system of playground buddies operates on the playground in which pupils 
are chosen and trained to look after, support and play with each other. MSAs and 
staff support pupils in using playground equipment toys and games etc. Junior pupils 
are awarded green cards at playtimes for good behaviour. 

 Music and the performing arts: Planned curriculum opportunities are in place to 
raise self-esteem. A Specialist Music Teacher works across whole school, supporting 
and leading singing in assemblies, junior hymn practise, infant/junior concerts, school 
pantomime, infant nativity, links and concerts with local mainstream and special 
schools. 

 PE Curriculum: Inclusive PE and School Sport sessions are delivered by specialist 
teachers across the whole school. Emphasis is placed on developing confidence, 
core skills, partner work, team games/building. This happens through intra and inter 
school opportunities, links with local mainstream and special schools, opportunities 
for team competitions and festivals and celebrations. 

 Clubs: A variety of lunch time and after school clubs are offered to pupils in both the 
infant and junior areas.  



 TRIPS/Residential Holidays: Pupils in both the infant and junior areas have the 
opportunity for regular class visits linked with curriculum topic areas. In addition to 
this, visitors and speakers are regularly invited to come and speak to our pupils e.g. 
school nurse, local police, magistrates etc. Pupils in Y6 have the opportunity to 
attend a residential trip to Wymondely Woods in the Spring/Summer term each year. 

 
 
Specific Support: Working with individual/small groups of pupils with complex needs 
At Woolgrove we recognise that some pupils require extra support/differentiated 
opportunities in order for their specific needs to be met.   
 

 Managing Transition: Many of our pupils find transition times difficult (e.g. arriving 
at/leaving school, lunchtimes/moving between lessons, lunch times). Support can be 
put in place through the use of visual timetables and adult support. These strategies 
help pupils to cope with these transitional times more successfully during the school 
day.  

 Visual Support: Individual or class visual timetables are used to support pupils in 
class. Positive behaviour reminders, smiley face charts and PECs (Picture exchange 
communication system) can also be used. 

 Sensory Support: Many of our pupils have complex sensory needs which can 
sometimes result in them being unsettled or displaying challenging behaviour. It is 
important for staff to work together to recognise the different between sensory issues 
and challenging behaviour - a sensory profile can be completed by staff to identify a 
pupils sensory needs and from this a targeted sensory support plan can be written to 
support the pupil.  

 Social Stories: Where necessary, some pupils have specific visual reminders made 
for them that model expected behaviour. 

 Protective behaviours: Specialist provision in Protective Behaviours is planned and 
delivered to ensure pupils know how to keep themselves safe and seek support if 
needed. Targeted support is provided for individual or small groups of pupils to 
support understanding and the recognition of their feelings and the feelings of others.  

 Use of staff/targeted Support: Staffing provision allows for 1:1 support in lessons, 
transition and play times where necessary. 

 Behaviour Support Plans: These are produced in consultation with the class 
teacher, teaching assistants, parents and pupils if appropriate.    

 Intensive Interaction: A specialised approach is used to teach the pre-speech 
fundamentals of communication to pupils with Autism, SLD or multiple learning 
difficulties. This supports pupils who may be socially withdrawn by allowing trust to 
develop between them and staff.  

 Lego Therapy: Lego therapy is a way for children to learn social skills in a natural 
environment. The children learn to listen, cooperate, solve disputes and to help each 
other in order for the model to be successfully built 

 Therapies: At Woolgrove we are able to offer pupils 1:1 sessions with Art, Music and 
Play and Redbound therapists. Infant pupils also experience Sherbourne movement 
sessions. We also provide a counselling service for pupils.  
 

Strategies, Praise and Rewards 
At Woolgrove we recognise positive behaviour through praise, affirmation and modelling. 
Positive behaviour is never taken for granted but is actively taught and reinforced. A range of 
rewards are consistently applied throughout the school and staff, pupils and parents are 
clear on what behaviour is acceptable and the consequences that will follow. 
 

 Creating positive choices/options 

 Sharing strategies 



 Jobs/Monitors 

 Verbal Praise 

 Stickers/ Sticker charts 

 Awards and Certificates 

 Golden Time/Choosing 

 Playground green cards 
 
Supporting and Understanding Pupil Behaviour  
It is important that all staff recognise that there is often an underlying reason for a pupil who 
displays challenging behaviour. Staff will always work with pupils, parents and, where 
appropriate other professionals, in order to identify the causes/reasons for the behaviour and 
seek to put strategies in place to support pupils. 
In some situations the use of sanctions may be appropriate in order to support pupils to 
behave appropriately and learn acceptable behaviours. This enables them to access the 
learning environment in a positive way. A graded approach to the use of sanctions, clearly 
explained to the pupils is used throughout the school. 
 

 Early intervention/distraction/diffusion 

 Behaviour reminders/use of voice intonation/visual cues/support 

 Social Stories 

 Time Out – timed and supervised by staff in the classroom or if necessary a 
different classroom. Pupils may be supported to reflect on their actions during this 
time 

 Behaviour Support Plan/ Sensory Support Plan  – for pupils requiring ongoing 
planned support 

 Physical intervention (see below) 
 Exclusion – in some exceptional circumstances, and when all other measures have 

been unsuccessful, it may be necessary to exclude a pupil from school. This 
process will be carried out in line with the HCC Exclusion Guidelines. 
 

Consequences  
It is also important for pupils to learn that there sometimes need to be consequences for 
their behaviour e.g. when they hurt another child they need to apologise. Staff at Woolgrove 
will always ensure that an appropriate consequence follows an incident. It may simply 
involve asking the child the following questions; 
 

• What happened? 
• What were the people involved thinking and feeling at the time? 
• Who has been affected and how? 
• How can we put right the harm? 
• What have we learned so as to make a different choice next time?  

  
Consequences can take the form of the following; 
 

 Completing tasks 

 Limited access to outside space 

 Escorted in social situations 

 No availability of minibus/car 

 Assisting with repairs 

 Differentiated activity space 

 Restorative meetings  
 
 
 



 
 
Positive Physical Contact – Herts Steps: to be read in conjunction with Hertfordshire 
Model Policy for Physical Intervention   
At Woolgrove we recognise the importance of positive physical contact for some of our 
pupils. Staff and adults should, however, always be aware of sensitivities of any form of 
physical contact with children/pupils and ensure that they are never in a situation where they 
are alone with a pupil. However, contact between children and adults might be appropriate 
for a variety of reasons, including: 
 

 Holding hands with a child in the playground 

 Calming/reassuring/comforting contact with a child that upset or injured 

 Guiding a pupil/child away from a situation or location 

 Supporting a pupil in PE/Drama activities  

 Using hand on hand/arm support in a lesson 
 
 
Any physical contact has to be managed in order to make sure that it is appropriate and 

leaves neither party vulnerable. Factors to consider might include: 

 Knowledge of the child, e.g. history/background 

 Age (and age difference) – of child and adult 

 Context – where, when, why 

 Relationship between staff member and child 

 Gender 
 

Planned physical intervention can be viewed as positive, because it is committed to keeping 

children and adults safe in a variety of settings. 

On some occasions there may be a need to physically intervene/support pupils in order to 

keep them safe or where there is a clear risk.   

 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, or damage to the property of, any person (including 
the pupil him/herself); or 

 Prejudicing the maintenance of good order and discipline at the school or among 
any pupils receiving education at the school, whether during a teaching session 
or otherwise. 

 
All school teaching staff, teaching assistants and regular cover supply staff are trained in the 
use of Herts Steps (as advised and supported by Herts County Council). Staff have an initial 
one day training course that covers behaviour management and supportive guiding 
techniques. Where there is an identified need, further physical intervention training is 
available through Herts Step Up. All trained staff are required to attend an annual refresher. 
At Woolgrove School we have 5 members of staff trained to deliver Herts Steps training. 
  
Procedures for behaviour support, monitoring, evaluation and review 
If a pupil is consistently displaying behaviour that is of a concern to staff, the following 
process can be implemented in order to support their behaviour. 
 



1. STAR Chart: An initial observation phase that looks at the Setting, Trigger, Action 
and Response of the pupils’ behaviour. This is completed by the class team over a 
period of up to 2 weeks. 

2. STAR Chart Review: A review of the observation period by class team to 
highlight/identify behaviours of concern and when and why they occur. 

3. Roots and Fruits Tree: useful as a tool to analyse a pupils’ behaviour and discuss 
the reasons or experiences that are causing the behaviour. 

4. Behaviour Support Pan: This is put in place to support identified behaviour(s) of 
concern with agreed strategies/rewards/sanctions as appropriate. This is shared with 
all staff working with the pupils, the pupils’ parents and (if appropriate) the pupil 
themselves. 

5. Individual Risk Assessment: If behaviour is deemed a ‘risk’, then an individual risk 
assessment may be completed and attached to the behaviour support plan 

6. Review of Behaviour Support Plan: Plans are to be monitored and reviewed on a 
half termly/termly basis (or as necessary) 

 
SEE APPENDICES FOR PRO FORMAS OF THE ABOVE 
       

 
Recording of Incidents. 
All incidents should be recorded in order to identify, monitor, track and provide evidence of 
pupil behaviour/injury etc. All staff are made aware through induction and training of the 
correct procedure for the reporting and recording of incidents. 
 
SEE APPENDICES FOR INCIDENT REPORTING AND RECORDING 
 
Support and Training for all Staff 
Behaviour management training and physical intervention skills are taught to staff on the 
Herts Steps training day. However additional support and training can be offered as 
necessary to support staff in dealing with challenging pupils. This can be either delivered in 
house or outside of school, for example: sharing best practice, staff meetings, observing 
other teachers/staff or attending a course of specific behaviours. 

               
Bullying and Harassment 
At Woolgrove we strive to ensure that our pupils feel safe and happy at school. Woolgrove 

School is committed to working with staff, pupils, parents and carers to create and maintain 

a school community where bullying is not tolerated and positive behaviour is promoted. 

At Woolgrove School we believe that bullying is hurtful behaviour. We do not condone 

unkind or cruel behaviour in our school but recognise not all hurtful behaviour is bullying. 

The aim of the Anti-Bullying and Hurtful Behaviour Policy is to ensure that staff and pupils 

learn and work in a supportive, caring and safe environment. 

 
 
Links With Home: Support for Parents and Carers 
At Woolgrove we have a Family Link Worker who works closely with staff and outside 
agencies to help understand children’s needs as well as those of parents and carers. 
 
 
 
The aims of the Family Link Worker are: 

 to engage and build good working relationships with parents, children, staff and 
other agencies 



 to work holistically and effectively with parents in ways that will help improve their 
children’s well-being. 

 to provide relevant information about the appropriate support services availale for 
parents to improve their skills. 

 to plan, deliver and offer parenting support courses for groups and one-to-one 
support 

 to provide visual resources to use at home to promote and support positive 
behaviour. 

 
Complaints Procedure: 
Parents/Carers: Chain of Communication 

At Woolgrove we are committed to ensuring that our pupils feel safe and happy at school. If 

you are concerned about an incident involving your child or another child please contact the 

school as outlined below: 

1. Class Teacher: All class staff are trained in the first instance to give priority to pupil/parent 

concerns and to record and pass on appropriate information, if needed to senior 

staff/parents. 

2. If you wish to take matters further then you may wish to contact a Head of Department or 

designated member of the Senior Leadership Team: 

Vicky Litchfield: Head of Infants 

Sue Pitchers: Head of Juniors 

Michelle Swift: Deputy Headteacher 

Lisa Hall: Headteacher 

If the matter is still not dealt with to your satisfaction, then the school’s Chairman of 

Governors, Mr Brian Frederick, can be contacted through the school office. 

If the situation remains unresolved, having gone through the school’s normal procedures, 

parents/carers may wish to contact the Hertfordshire school complaints team or a relevant 

independent agency such as Hertfordshire’s Mediation or Advocacy Services. 

 

 

 

 

 

 

 

 



 

APPENDICES  

 

 

1. Flow chart for incident recording 

2. Woolgrove Incident form 

3. STAR chart 

4. Roots and Fruits 

 

 



 

 

 

 

 

 

 

 

  

 

 

   

 

 

 

 

 

 

 

 

 

 
 
 
WHERE RPI (RESTICITVE PHYSICAL INTERVENTION) IS USED – PLEASE RECORD IN THE BLUE RPI BOOK IN THE OFFICE 

 THE REPORTING OF EMPLOYEE INCIDENTS TO THE LA IS ONLY MANDATORY FOR COMMUNITY AND VC SCHOOLS  

NON 
EMPLOYEES 
 Pupils 

 Visitors to site 

 Parents 

EMPLOYEES 
This includes volunteers, part time, 

temporary or a self employed 
person working on your site 

Accident, Injury or Near Miss: 
Major- More significant first aid required OR potential for 

major injury 

- Record and report to LA via online HCC accident 
form. If in doubt phone H&S Team. Retain a copy on 
site (Copy to Head) 

- REPORT to Head of Department 
- Inform Parents 

 

Violent Incident: Pupil on pupil violence  
Record internally in accordance with schools 
behaviour management policy  

- Orange Incident Book (copy to head) 
- REPORT to Head of Department 
- Inform Parents 

 

 

 
Violent Incident 

 

Record and report to 

HCC via online VIR 

Form retain a copy on 

site. 

 

All Accidents and Injuries 
 

Record and report all accidents to 

HCC via the LA’s online accident 

form and retain a copy on site. 

School Accident Reporting Procedures 
 

Identify if an injury/accident in a school is RIDDOR reportable e.g. 

Non employee (pupil) is taken straight from site to hospital for treatment as a result 

of the accident / injury being attributable to the condition, design or maintenance of 

premises or equipment or as a result of inadequate arrangements for supervision. 

For more detail see www.hse.gov.uk/pubns/edis1.pdf 

 Fatality notify HSE immediately by telephone 0845 3009923.  

 All other reportable incidents Report to HSE via their online system as soon 
as possible and within 15 days of the incident. 
http://www.hse.gov.uk/riddor/what-must-i-report.htm 

All incidents reported to the HSE must also be reported to the LA Health & 

Safety team 

 

 

Identify if injury/accident is also RIDDOR reportable. 

 Injury results in death, hospital admittance for 24 hours, 
unconsciousness, inability to conduct normal work duties 
for over 7 days (including weekends and Bank Holidays) 

 Fatality or Major incident to employee Notify HSE 
immediately by telephone 0845 3009923.  

 Minor incidents (Over 7 day injury) Report to HSE via 
their online system as soon as possible and within 15 days 
of the incident. 

http://www.hse.gov.uk/riddor/what-must-i-report.htm 

 

All incidents reported to the HSE must also be reported to 

the LA Health & Safety team 
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Accident/ Injury or Near Miss 
Minor – insignificant / no injury  

e.g. Fell over in playground and needed plaster / TLC 

Record locally e.g. in the accident book  

- REPORT to Head of Department 
- Inform parents 

 

 

 

 

Violent Incident: Pupil on pupil 
violence 

- Report to HCC via online VIR 
only where serious in 
nature.(Copy to Head) 

- REPORT to Head of 
Department 

- Inform Parents 

-  

http://www.hse.gov.uk/pubns/edis1.pdf
http://www.hse.gov.uk/riddor/what-must-i-report.htm
http://www.hse.gov.uk/riddor/what-must-i-report.htm


 Adult (18yrs plus) accident records need to be kept for at least three years. 

 Pupil accident records need to be kept for three years from their 18
th

 birthday, therefore, until they are 21.  

 WOOLGROVE SCHOOL: Incident Sheet – Appendix 2           

 

Date of 

incident: 

 

Time of 

incident: 

 

Type of 

incident: 

(please tick) 

Pupil – Pupil 

Pupil – Staff 

Other: 

Name of Pupil:  
(Starting the 
incident) 

 Name of other 
pupil(s) involved: 
 

 
 
 

Name of Adult: 
 (filling in form) 

  
 

Name(s) of other 
adults present: 
(Witnesses) 
 
 

 
 

Signed  Date:  Time:  

Incident 
reported to: 
(Sign and date) 

Head Teacher Deputy Head DSP Head of Dept/SLT Class 
Teacher  

Parent/Carer 

1. Setting: 
(Location of 
Incident) 

2. Trigger: 
(what happened prior to the 
incident?) 

3. Action: 
(description of incident, including injuries to 
pupils/staff) 

4. Response and Reparation: 
(action taken by staff INC: Physical 
intervention) 

 
 
 
 
 
 
 
 
 

  
Physical  Verbal  Other  

            
Description: 
 
 
 
 
Please record any injuries sustained in the relevant medical 
book 

 
 
Herts Steps used?  Yes            No  
 
 
If yes was it a:  guide 
 
    Physical intervention 

For all physical interventions please 
record in RPI BOOK 

Has this incident 
been recorded 
elsewhere? 

YES NO If YES 
where? 

RPI 
book 

First Aid 
book 

Home/ 
school book 

Call to 
parent 

 
PLEASE TURN OVER AND FILL IN 

REVERSE FOR INCIDENT LOGGING 
Head Teacher 
Signed: 

 Date:  Time:  



 

 
 

Incident Logging and Analysis  
 

 

1. Instigator’s method of hurtful behaviour/bullying/harassment: please tick all elements which apply in your understanding of the 

incident: 

 

Physical Assault  Please specify: Bite Scratch Hit Kick Hair pull Other: 

 

Threats including physical assault  

Perception of individual; feelings of being bullied/harassed  

Isolation/ignoring  

Teasing  

Verbal abuse/name calling  

General expressions of prejudice/stereotype  

Racist literature, graffiti   

Targeted graffiti or note writing  

Mobile phone/text message bullying/harassment  

Internet related bullying/harassment  

Other   



 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Focus of hurtful behaviour/bullying/harassment on the targeted pupil: please tick ALL elements which apply in your understanding of 

the incident: 
 Definitely Applies  Possibly Applies  Definitely Applies Possibly Applies 

Ability   Religion/Belief*   

Age/Maturity   Institutional Racism*   

Teasing over appearance   Gender/Gender Identity   

Class/Socio-economic   Homophobia   

Learning 

Difficulties/Disability 

  Sexualised   

Ethnicity/Race*   Size   

*See county guidelines on dealing with racist incidents 



                                              STAR BEHAVIOUR OBSERVATION CHART 
 
NAME OF PUPIL: CLASS: WEEK BEGINNING: 

BEHAVIOUR TO BE OBSERVED: OBSERVATION PERIOD: 

 

DATE/TIME SETTING 
(Where it happened?) 

TRIGGER 
(What was the cause?) 

ACTION 
(What did the pupil do?) 

RESPONSE 
(What did you do?) 

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 



ROOTS AND FRUITS - Negative 
 

 

     

 



ROOTS AND FRUITS  - Positive 
 

 

       

 


