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Aim 

The aim of these procedures is to safeguard both children and staff at Kings 

Priory’s Out of School Club. Whilst the procedure sets out guidelines to reward 
positive behaviour, it also deals with the event of negative and persistently 

undesirable behavior. 

At Kings Priory School’s Out of School Club (OOSC) everyone has a part to play in 
the promotion of high standards of behaviour. It is important that there is a clear 

code of conduct reinforced by a balanced combination of rewards and 
consequences, whilst at the same time promoting an understanding that 

appropriate behaviour is the responsibility of the individual. 

Expectations of every child include:  
 

• Treating each other with tolerance, kindness, patience and humility. 
• Listening carefully when a member of staff or another child is talking.  
• Doing as they are asked by any member of staff first time, every time. 

• Behaving courteously to all members of the community, fellow pupils, 
members of staff, parents and visitors. 

• Respecting the school property and that of others. 
 

Expectations of the Out of School members of staff include: 

The members of staff need to establish consistent levels of good behaviour with 
the support of parents, with the praise and rewards supporting this. Children need 

to know how to make good choices, with the need to receive constant positive 
encouragement as means of motivation. 

• Knowing the procedures and applying them in a consistent manner. 

• Having high expectations of children in terms of behaviour and striving to 
ensure that all pupils adhere to the behaviour rules. 

• Taking responsibility for the behaviour in the OOSC and having a 
responsibility for the behaviour within the OOSC. 

• Being observant and creating a positive environment which facilitates good 
behaviour.  

• Challenging and reporting behaviour that raises concern and giving 

additional support to pupils where required.  

Expectations of parents include:  

 
• Working in partnership with the OOSC to maintain high standards of 

behaviour. 

• Ensuring children receive consistent messages between home and OOSC.  

• Supporting the OOSC in behaviour expectations as set out in this document.  

• Informing the OOSC immediately if they have any concerns about their 
child’s welfare. 

• Informing OOSC of any relevant additional support or behavioural needs 

their child may have.  



Promoting positive behaviour:  

Kings Priory School’s Out of School Club recognise those who are well 

behaved.  This not only raises self-esteem but encourages other to follow their 
example. As a result, this should reduce the incidents of negative behaviour, 

making our OOSC a better place for all. Part of this is created by an awareness of 
behaviour expectations and recognise that there is a consistent use of praise when 
behaviour is appropriate and sanctions when it is inappropriate. Staff are 

encouraged to relay these achievements to other members of staff, management 
and groups of children with the OOSC. Acting sensibly at all times in a safe and 

responsible manner. 

 
What is positive behaviour? 
 

• Showing respect to yourself, each other and the environment. 

• Being polite, kind and honest.  

• Taking responsibility and making the right choices.  

• Keeping your hands and feet to yourself. 
 

What constitutes unacceptable behaviour? 

An event that either directly or indirectly compromises the safety, 

security or well-being of the child, other children, or a member of staff. 

We appreciate that negative behaviour can range from minor disobedience to 

threatening and potentially violent behaviour.  

The general high-spirited nature of the children playing may require a ‘time-out’ 

or cooling-off period. Sometimes behaviour escalates and can become unsafe. It 

is on these occasions that the following procedures should be used. 

 

Procedure for dealing with unacceptable behaviour: 

Negative behaviour can be distinguished as ‘disengaged’, ‘disruptive’ and 
‘unacceptable’ behaviour, remarks, violence, bullying or destruction of equipment 
or personal belongings. 

Staff will be clear that consequences will follow from such behaviour, including in 
the first instance, temporarily removing a child from the activity session. 

Unacceptable behaviour will always be discussed with parents and child. 

Parents will be notified as soon as possible of any incident that has displayed 
unacceptable behaviour, or, where their child has been violent towards another 

child or a member of staff.  



The Procedure:  

When confronted with negative behaviour staff will be clear of the consequences.  

1. In the first instance, the member of staff will temporarily remove the child 
from the activity session. The child will be given a warning. This will be a 

verbal reminder and given an explanation as to why they should not repeat 
unacceptable behaviour. 
 

2. If another incident occurs the following actions will be taken: 
a) A record will be made in the communications book and the parent will be 

advised by telephone and/or upon collection. 
b) The child will be removed from activities and will be asked to sit on a time 

out. The Manager or designated deputy will then discuss the reasons for the 

behaviour, why the behaviour is unacceptable and how the behaviour can 
be managed by the child and the consequences of their actions on others. 

 
3. If another incident occurs or poor behaviour continues the following actions 

will be taken: 

a. The child will be withdrawn from all activities until the following has 
occurred and a decision and agreement by all has been made: 

b. Discussion with parents 
c. A meeting or discussion with the Senior Leadership Team 

d. If decided a temporary or permanent withdrawal is necessary then 
the parent will be spoken to about a withdrawal of place from the 
club. 

Or 

If there is an incident which is deemed completely unacceptable the 
parent will be invited to meet with the Manager.  A child’s behaviour may 

result in withdrawal of a place from Kings Priory Out of School Club. 

A child may be given a fixed term or permanent withdrawal from the OOSC or 

indeed school in one off circumstances, such as:  

a) Violent or aggressive behaviour towards another child or adult. 
b) Vandalism of school property. 

c) Defiance which puts pupil or others at risk. 
d) Stealing. 
e) On-going bullying of a serious nature which endangers others. 

 

The following Government Guidance would only be used in the most 

exceptional circumstances, where all other options have been 

considered so the law allows: 

 “Teachers have the power to discipline pupils for misbehaving outside of the 

school premises “to such an extent as is reasonable” (DFE Behaviour and 
Discipline in Schools 2016) 

 



Subject to the behaviour policy, teachers may discipline pupils for:  
 

Misbehaviour when the pupil is:  

a. taking part in any school-organised or school-related activity or 

b. travelling to or from school or  

c. wearing school uniform or  

d. In some other way identifiable as a pupil at the school.  

Or misbehaviour at any time, whether or not the conditions above apply, 

that:  

a. could have repercussions for the orderly running of the school or 

b. poses a threat to another pupil or member of the public or  

c. Could adversely affect the reputation of the school.  

 

We operate a zero tolerance policy in relation to unacceptable behaviour 

 

 

Physical Intervention: 

In line with Government guidance, members of staff have the power to use 
physical intervention to prevent pupils committing an offence, injuring themselves 
or others, damaging property or to maintain good order and discipline in the 

OOSC.   
 

Those exercising the power to use reasonable physical intervention will consider 
any additional need a child may have. Any complaints about the use of physical 
intervention will be dealt with in accordance with the school’s complaints 

procedure. 

 

The Manager will be responsible for Behaviour Management issues.  

Kings Priory School’s Out of School Club reserves the right to withdraw a 
child with immediate effect if issues of safety arise from a child’s 
behaviour. 

  



Appendix 1: Out of School Club Behaviour Flow Chart. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VERBAL warning YELLOW ZONE 

Pupil to place name on yellow 

area on traffic light display. 

 

 

Pupil misbehaves during session – 

low level incident 

 

ORANGE Zone 

Note in Communication book 

(parent informed face to face at 

the end of the session or a 

telephone call home). 

Pupil place their name in orange 

area on the traffic light display 

on wall. 

 

 

 
RED zone 

Pupil place their name in the red 

zone on the traffic light display 

on the wall 

Misses the rest of the activity 

that day or where appropriate 

the next session. 

Withdrawal of place from next 

session. 

Possible Permanent or Fixed 

Term Withdrawal of place. 

Meeting with Senior Leadership 

Team. 

Meeting with parents. 

 

Pupil misbehaves during session – 

serious incident 

Record logged on Central 

Database. 

(Contact SLT member) 

Parents informed. 

Out of School Club Assistant to record 

notes in pupils file for any RED zone 

issued. Parents informed. 



Appendix 2 : Incident reporting system 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If un-resolvable: 

• Further investigation 

• and Further consequences 

Incident  Notify all parents of 

pupils involved. 

It will be investigated 

within 24hrs of report 

(Notification preferably 

by phone) 

Immediate action  

Investigation: 

• Statements from all involved parties 

(alleged perpetrator, alleged victim(s) 

and witnesses) 

All statements should be written on transcript 

– they must be dated and signed. 

(As identified by all parties) 

Summary report: 

• Written in chronological order 

and taken to the Senior Team in 

first instance 

If resolvable: 

Decision made 

Examples of possible 

resolutions: 

• Consequence as per 

OOSC policy 

• Withdrawal of place 

 

 

Notify parents of 

decision and outcome  

 

Meeting with relevant 

parents 

 

 



Appendix 3 : Incident Transcript 

 

 

Full name of pupil 

 

 
 

 

Date and time of incident 
 

 

 
Incident location 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Completed by (Full name)  

Signed by   

Date and time completed  

 

*Continue on reverse if required. 


