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Working with pupils at Churchfields Junior School 

This code sets out the expectations and commitment required from third parties when 
working with pupils to properly carry out work with Churchfields Junior School and the 
community.   
 
We have high expectations of behaviour at Churchfields Junior School – these apply to 
all aspects of the school day, including workshops, clubs and events led by third parties. 
This guidance is intended to provide clarity of expectations for adults and pupils, 
guidance on how to most effectively manage pupil’s behaviour and how to safely work 
with pupils. 
 
Pupils benefit from the consistent use of systems to create secure and fair boundaries. 
For this reason, this guidance is designed using the principles of our whole-school 
Behaviour Management Policy, which can be read on the school website. 
 
Behavioural difficulties in school may, sometimes, need to be dealt with by the use of 
sanctions. In the short term, sanctions can stop inappropriate behaviour.  However, they 
must be used sensitively, and the emphasis should be on supporting and rewarding 
pupils instead.  
 
Guidance 

 
No Shouting 
We are a ‘No Shouting’ School.  This means that we expect all members of our 
community to speak and listen to each other with respect. Adults shouting at children is 
unacceptable as a strategy of managing behaviour or reprimanding. To get the attention 
of children, we recommend using a clear hand signal with a countdown, clapping, or in 
sports a whistle. Emotional constancy is vital – adults should not shout at children 
because they feel angry or frustrated. If you need to correct a child’s behaviour, issue a 
warning and a clear explanation of what behaviour should change. If the child has not 
changed their behaviour, then give them some ‘time-out’ from the activity so they reflect 
for longer on the effect they are having on others and how they might re-join more 
calmly. 
 
Adult Responsibility 

Set a good example by showing fairness, patience and consistency. Make it clear that 
your response is to their behaviour, not the child when praising or correcting. For 
example, “We do not call out” rather than “You are naughty”. 
Use praise to encourage pupils and to clearly show others the behaviour that you want 
to see.  
 
Awareness 
To achieve excellent behaviour, it is important to supervise and observe pupils well. 
Being well organised will mean that you can focus on watching pupils rather than setting 
up equipment and resources. Do not leave pupils unsupervised in a classroom/hall. 
Position yourself at a point in the room so that you can easily see what pupils are doing. 
Take time to observe and praise positive behaviour and to calmly correct disruptive 
behaviour. Do not use mobile phones while children are present. 
 
Punctuality 
Arrive for the session before it begins so that you have time to set up. This will allow you 
to establish control of the session from the start.  
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Finish on time by providing enough time for pupils to collect their bags and coats so that 
they leave on time. All pupils should leave in a single, calm line. Check that the line is 
altogether and direct and watch the line move, instead of leading the line the front. This 
prevents children from pushing in the corridor and ensures that no children are left in 
the hall/room without supervision. 
If a club should finish at 4.30pm, pupils should leave the school building at 4.30pm. 
Respect their time and the time of their parents, who may be waiting outside in the 
cold/rain. 
 
Routines 

To get great behaviour, routines are vital. Teach pupils the routines that you expect for 
the session. Use reasonable countdowns for when you expect a routine to be 
completed by. 
They will need to know: 

 Where to put their belongings; 

 How to collect equipment; 

 When they should run and when they should walk; 

 Where to line-up at the end of the session; 

 To never call out – how to answer questions – hands-up or wait to be 
chosen; 

 How you will get their attention to listen to you; 

 How you will get their attention to stop an activity; 

 That they should ask to go to the toilet; 

 What good behaviours look like; 

 Consequences for not following the rules (see below); 
 
Rules 
Adults running clubs can collect stickers from the school office to give to the children as 
an incentive. Explain to pupils that the rules from their school day apply to the session 
too. We use a system of colours called ‘Going for Gold’ to manage behaviour. Read 
these rules to pupils so they know what to do during the sessions and that they can 
earn Bronze stickers. To be effective, stickers must be given sparingly – a few each 
session. Verbal praise can be used for other pupils. Negative behaviours should be 
addressed immediately and consistently.  
 
In the main school day, pupils can earn Gold, Silver and Bronze stickers. In clubs, 
pupils can earn bronze stickers for the following behaviours: 
 
BRONZE behaviours can be rewarded with stickers. 

 Being considerate to peers and adults 

 Showing very good social skills 

 Working independently 

 Encouraging others to do the right thing 

 Very good participation 

 Being a good role model 

 Showing an impressive level of effort 

 Helping without being asked 

 Taking risks and attempting challenge 

 Showing resilience 

 Displaying excellent behaviour 

 Showing initiative 

 Producing an exceptional piece of homework related to the club 
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GREEN behaviours are the normal expected behaviours. 
 

 Co-operating with others 

 Respecting our school and equipment 

 Respecting our peers and other adults 

 Being polite and helpful and showing good manners 

 Stopping and listening when other people speak 

 Being sensible in the corridors and while walking around the school 

 Taking pride in your work 

 Actively taking part in lessons 

 Participation in partner/group discussions 

 Being supportive of others 
 
BLUE behaviours are not accepted and should be addressed immediately with a 
warning that includes an explanation of the behaviour that needs to change. If blue 
behaviours, continue the pupil will need to sit out of the session for 5 minutes, asking 
them to reflect on their behaviour.  

 Shouting/calling out during teaching time 

 Getting out of your seat during whole class learning 

 Distracting other children from learning 

 Chatting in lessons 

 Talking when others are talking 

 Rocking on chairs 

 Not working to the best of your ability 

 Not co-operating with others 

 Having a negative attitude 
 
YELLOW behaviours should be addressed with an immediate time away from the 
activity by sitting out. Inform the Senior Leadership Team via the school office if these 
behaviours happen regularly. 
 

 Not following instructions (including not amending blue behaviour) 

 Taking or damaging other people’s property (e.g. including using someone’s 
belongings without asking) 

 Name calling/teasing 

 Throwing things 

 Rudeness 

 Refusal to work 

 Spreading rumours 

 Excluding others 
 
RED behaviours need to be reported to the School Office for a member of the Senior 
Leadership Team to address. The pupil might be banned from further sessions or have 
a detention during their school lunchtime. The pupil sits out of the session. 

 

 Discriminating against others (e.g. making unkind comments about people’s 
religion, gender, race etc.) 

 Intimidating behaviour 

 Play fighting or wrestling 

 Bullying 
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 Fighting 

 Offensive language (e.g. a swear word) 

 Stealing 

 Lying 
 

 
Developing Positive Behaviour 

 
The goal is to get 100% of pupils to be attentive and compliant so that you can 
teach/coach but if time-consuming interventions are used to ensure compliance, then 
there is less time to teach. For this reason, we advocate the use of the Least Invasive 
Intervention. To achieve this, effective teachers give corrections in a calm and steady 
manner, while still teaching, with privacy and in as fast as possible to keep the thread of 
instruction alive for the rest of the group. 
 
These are six useful interventions to deal with behaviour.  
 

1. Nonverbal intervention - a hand gesture or intentional modelling of the 
corrective action expected while aiming to continue the thread of teaching. 
 

2. Positive group correction - a quick, verbal reminder to the entire group, advising 
them to take a specific action, e.g. Check you’re sitting up straight, Eyes on me, 
All bats down. 
 

3. Anonymous individual correction – similar to the above in that it describes the 
solution; however, it makes it explicit that there are people who have not yet met 
expectations, e.g. Looking at me please. I need two more sets of eyes. This can 
be more effective when the adults looks at the pupil needing to apply the 
correction. 
 

4. Private individual correction – When adults have to name names, they can still 
make use of privacy, and if the teacher needs more time with a pupil, they can 
make it less invasive by asking the class to work independently. For example, the 
teacher could ask pupils to turn-and-talk to a partner about a given question while 
the teacher crouches down to speak to a pupil using a voice that preserves as 
much privacy as possible, describing the solution (What the pupil should do) and 
the purpose (“It’s important for you to learn”). If the teacher has to return, a 
consequence and use of Going for Gold will be needed. 

 
5. Private individual precise praise – Similar to the above but using a whisper for 

positive feedback so that pupils come to expect that a private intervention could 
be either positive or corrective.  
 

6. Lightning-quick public correction – When corrections cannot be made quickly 
and privately, and a correction needs to be made publicly, the aim should be for 
the pupil to be onstage for something negative for as little time as possible and to 
end with a productive example. A whisper voice can be used, creating the illusion 
of privacy. It might be as follows: “Robert, I need you to line-up just like the others 
now.” Possibly adding “Thank you, Robert. Much better.” to show you are really 
paying attention. 
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Try to state the behaviour you want to see – aim to avoid stating the behaviour 
you do not want to see. Equipment must be down – rather than, Stop holding the 
equipment. 
Keep requests short to be effective.  

 
 
Safeguarding 

 
What to do if a child talks to you about a concern or makes a disclosure 

Listen carefully to what the child says.  
Do NOT ask leading questions. Use TED questioning, which is: 

 Tell me what is happening 

 Explain to me what happened next 

 Describe what then happened 
 

The child must not be pressed for information, led or cross examined. Do not give false 
assurances of confidentiality. 
 

 Offer reassurance – you were right to tell me. 

 Make it clear that information has to be shared. 

 Explain what action will be taken. That you will have to tell Mrs Emeny that they 
can be safe. 

 Make a written note using the child’s word rather than your own and pass it 
immediately to the Head Teacher, Rebecca Emeny, via the School Office. 

 
If you have concerns about a staff member who may pose a risk of harm to pupils this 
should be referred to the Head Teacher only and as soon as possible (or to the Chair of 
Governors if concerns are related to the Head Teacher). 
 
First Aid 

In the event of illness or injury to yourself - or if a child needs First Aid, contact the 
School Office. If a telephone is nearby, dial 0 or send two pupils to the office to request 
help. 
If a child feels ill, you can send them to the Medical Room, which is next to the School 
Office. Epi-pens and asthma pumps are stored in the Medical Room and can be 
administered by school staff if needed. 
 
Health and Safety 

If you have any concerns regarding Health and Safety, make the area safe and inform a 
member of the School Office team. 
 
Refreshments 

Drinking water is available from the water cooler situated in the Staff Room or in any 
classroom. Visitors are welcome in the Staff Room. 
 
Most pupils carry a water bottle and all can use the water fountains on the playground 
when they need a drink. It can be more effective to advise children to have a drink at the 
start of the session and then provide time at the end of the session for pupils to go to 
the water fountain instead of during the session. 
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Protocol for working with Children at Churchfields 

 
When working alone with a child: 

 When in a corridor, ensure you are near a classroom or office where the door 

is open and that other adults know you are there 

 When in a classroom, group room or office, ensure the door is open and that 

someone knows you are in there 

 Never do so in a confined space 

On the issue of physical contact: 

 If a child hugs you, it is best not to reciprocate 

o However, if other adults are around and you feel comfortable about 

it, you can reciprocate for no more than a few seconds 

o If you do reciprocate, only do so when other adults are present 

o If you feel at all uncomfortable about it, do not reciprocate 

 If a child is upset you can offer to hold their hand for a few seconds to comfort 

them – again, ensure that you are not alone when you do this 

 Never initiate touch 

o Such as hugs, handshakes, high-fives or touch of an exposed area 

such as hands and face 

 Be careful when doing crowd control and when children are lining up that you 

never use undue pressure to move children along 

 If you are shaking a child’s hand (for example, in assembly) ensure another 

adult is present  

Sharing information about children: 

 Always remain professional when talking about children 

o Be careful not to make any derogatory comments to other adults or 

other children about any children in our school 

 We work on a need to know basis 

o Never share information about children with people outside the 

school (unless they are a professional agency who are involved with 

the child) 

o Never refer to information about children outside school, however 

innocuous you think the information is and no matter how familiar you 

are with the person you would consider talking to 

o Safeguarding concerns should be shared  be shared with the schools’ 

designated safeguarding officers, and nobody else 

o Information regarding SEN and Safeguarding will only be shared with 

relevant people 

If you are unsure on any of these points, seek guidance from any member of the Senior 

Leadership Team.  
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Review 

This policy/code of conduct is reviewed by staff and governors every three years. 
Parents are most welcome to request copies of this document and comments are 
invited from anyone involved in the life of the school. 
 

Please sign to show you have understood and can implement the guidance in this 
policy: 
 
Signed…………………………………….           Date……………. 
 
Printed Name………………………........ 


