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INTRODUCTION  

This policy has been created to provide a framework for staff, pupils and parents in developing and 

maintaining an ethos of exemplary conduct. Such an ethos will enable pupils to work in, and have 

responsibility for, a calm, purposeful and orderly environment. It will enable staff to work in, and 

have responsibility for, an environment where learning and teaching are respected and valued. 

Finally, the policy will allow parents to have confidence their child is learning in an academic 
environment and is safe, respected and equally valued.   

We believe in our pupils and we believe each and every one of them wants to conduct themselves to 

the highest standards and that these high standards will serve them well both at school and into 
adulthood.  

There are two sections on Routines within the document. We believe the 6 very clear and well-

explained daily and weekly routines will enable pupils and staff to concentrate on the core business of 

teaching and learning in a well-structured and consistent environment. Staff and pupils are expected 
to abide by these routines at all times to ensure the highest levels of consistency.  

We want the school to be not only an exceptionally successful academic environment but also one in 

which pupils receive regular praise for making the right choices and conducting themselves well. 

Exceptional work, conduct, effort and demonstration of good character will be formally acknowledged 

and rewarded and this is set out in the Rewards section.   

We are keenly aware that our pupils will make mistakes and this is part of the learning process and 

growing up. Where pupils act in a manner that is detrimental to their own well-being or the well-

being of others they will be sanctioned. Sanctions are not there to punish but to help pupils 

understand they have done something wrong. Sanctions will always be carefully explained and pupils 

will be given an opportunity to reflect on the matter with some adult guidance. The ‘Sanctions’ section 

specifies sanctions that the academy will use to support pupils. Pupils who need help in addressing 

behavioural, emotional and social difficulties will have access to a range of support as set out below.  

   

  

 

 

 

 

 

 

 

 

 

 

  



EXPECTATIONS AND PROCEDURES  

 
  

Expectations of pupils  

All pupils will strive to achieve their academic potential by:  

 Being punctual – arriving to school and to my lessons on time  

 Being organised – bringing the correct books and equipment to school every day 

 Being independent – completing my homework on time and to the best of my ability  

 Being committed – following all of the academy’s learning routines with conviction 

 Being calm – moving from one place to the next quietly and thoughtfully  

 Listening – being attentive to teachers and other academy staff  

 Engaging – attempting all tasks and activities to the best of my ability 

 Persevering – trying my hardest, even when I find things difficult  

 Participating – trying all the different enrichment activities 

 Respecting – being supportive and considerate towards pupils and adults at all times  

All pupils will ensure Ark Acton Academy is a great school for everyone by:  

 Wearing the full and correct academy uniform with pride  

 Keeping classrooms clean and tidy  

 Undertaking my Responsibilities on time and to the best of my ability  

 Eating food only in the dining hall  

 Not bringing banned items onto the school site  

 Striving to develop the traits of our CHARACTER programme  

 Enthusiastically celebrating the success of others 

  Helping those in need, both in and out of school 

 Acting as an ambassador for Ark Acton Academy both in and out of school  

 

Rights: 

 

•    Everyone has the right to learn and to work in a clean and safe environment 

•    Everyone has the right to be treated with respect and dignity by other students, staff, parents, 

governors and other people working in school 

•    Everyone has the right to express their opinion appropriately, in a  non-threatening manner and 

upon the request of the responsible adult; opinions offered are expected to be considerate towards 

other people’s feelings 

•    Teaching and non-teaching staff have the right to be able to fulfil their role and to be supported in 

promoting the achievement and welfare of school students. 

 

Responsibilities: 

 

•    Everyone has the responsibility to treat the building and its contents with care and respect 

•    Everyone has the responsibility to treat other members of the school community with respect at all 

times regardless of mood 

•    Everyone has a responsibility to enable others’ to feel physically and emotionally safe at school 

•    Everyone has a responsibility to listen to and respect that other people have an opinion and to pay 

due regard to their feelings. 



•    Everyone has a responsibility to be prepared to work and to allow other students and staff to work 

too. 

•    Teaching staff have a responsibility to provide well-planned, high quality learning opportunities for 

student. Both teaching and non-teaching staff have a responsibility to fulfil their role and to promote 

the achievement and welfare of Ark Acton students within a safe and supportive environment. 

•    Students have the responsibility to focus on their own learning and not negatively impact upon the 

learning of others 

 

  

  



CORE ROUTINES  

 
  

The following routines and expectations apply to all pupils and will be rigorously and consistently 

applied by all staff. There consistent use across the Academy  

1. Before arriving at school all students will:  

a. Eat breakfast (or leave home with enough time to eat at breakfast club).  

b. Make sure that all homework is complete.  

c. Pack their school bag with the items outlined in the pupil planner  

  

2.  On arrival at Ark Acton Academy all pupils will:  

 Be in full uniform as outlined in the pupil planner. 

 Line up in year groups and tutor groups in playground at 8:35am. A uniform and 

equipment check will take place at this time.  

 Expect to be given spare uniform on site. Repeated uniform infringements, including top button 

undone, will result in correction after school until the matter is resolved.  

 Have only healthy food in their bags (water, fruit), and not have any fizzy drinks, sweets or 

chewing gum with them.  

 Keep their mobile phones off and in their bags or coats. Mobiles that are seen by staff, in use or 

not, will be confiscated. If pupils need to call home they can do so from the office. Confiscated 

phones will need to be collected by parents 24 hours after confiscation.  

   

3. Whilst walking around Ark Acton Academy and moving to and from lessons pupils 

will:  

 Walk silently purposefully and enthusiastically from lesson to lesson and at lunch and break 

times.  

 Follow the one way system.  

 Greet others, including visitors, in a friendly and polite manner.   

 Hold doors open for others  

 Exhibit CHARACTER traits  

 Help create a quiet and studious atmosphere in the library and respect the displays in the school 

building.  

 

4. On entering the classroom at Ark Acton Academy pupils will:  

 Enter in silence as the teacher greets them at the door  

 Place bags and coats will be off and ready to pack away as they enter the classroom  

 Pupils will start the DO NOW activity in silence whilst the teacher greets and takes the register  

 

 



5.  During a lesson all pupils will:  

 

 Greet visitors with a smile and welcoming greeting.  

 Put their hand up in silence and wait for permission before asking or answering a question.  

 Answer questions in full sentences and use the appropriate register to ensure that everyone can 

hear.  

 Listen attentively.  

 Celebrate the successes of others.  

 See mistakes as steps on the road to understanding.  

 Help maintain a supportive culture based on respect and teamwork. 

 Track the speaker and give affirmative cues, unless you are taking notes or reading.  

  

6.  Moving to and from assemblies/examinations pupils will;  

  

 Walk in silence to and from each area.  

 Line up and enter in their year groups and form groups in alphabetical order, unless the form 

tutor or teacher directs otherwise.  

 Sit in silence until the assembly begins. There will be a video clip, music or pupil performance to 

engage pupils as they wait.  

 Applaud all presentations and performances appreciatively so people have confidence in 

delivering assemblies at Ark Acton Academy. 

 Track the presenter and performers to show their interest and out of respect.  

 Celebrate the successes of their peers e.g. golden ticket winner  

 Remain in silence whilst they are dismissed by their pastoral leader or senior member of staff, one 

row at a time.  

 Walk in silence to their next lesson.  

  

7.  During break and lunchtime all students will:  

  

 Walk silently to the dining hall after period 3 lesson. 

 Queue for their food.  

 Quiet talk will be permitted in the queue. 

 Eat at least one portion of vegetables and fruit.  

 Thank catering staff as they are served.  

 Engage in polite table talk. 

 Eat appropriately as taught during CHARACTER sessions. 

 Set pupils will have responsibility for cleaning up and will remain to do that under PL 

supervision.  

 Drink water. 

 Meet friends to talk in the blue, yellow and silver playground. 

 Sports in the external areas such as MUGAs or sports hall. Large balls only to be used in 

fenced areas.  

 Read or revise in the library or take part in an indoor extracurricular activity.  

 Meet with staff to address any concerns or queries.  

 Complete any work or revision that is required by a member of staff under supervision. 

 Make their way to line up on the first hand signal 



 Line up in silence once in the designated year group area ready to meet their class teacher   

 Walk silently with their teacher to the classroom using the one way system.  

  

8. At the end of the school day all pupils will:  

  

 Make sure they have everything they need to complete their homework.  

 Leave the Academy site quietly, quickly and in an orderly manner led by their period 4 class 

teacher. 

 If applicable, wait quietly by the bus stop, get onto the bus one at a time and thank the driver.  

 Give up their seat to a member of the public if on the bus. 

  Talk quietly and respectfully to each other and the general public.  

 Remember at all times they are representing Ark Acton Academy and should be modelling our 

values.  

 Have a pass if they have an on-site extra-curricular activity. Staff are responsible for issuing these 

and making arrangements with pupils. Staff must ensure pupils are supervised and aware of their 

responsibilities whilst on site after school.  

 

These are our core Routines. Other Routines are set out in Appendix 1.  

  

 

 

 

 

  



SANCTIONS AND REWARDS  

 
  

At Ark Acton Academy, students are expected to follow these core routines and behaviour 

expectations, if pupils are not meeting these expectations, a number of measures will be put into place 

in order to support students to do so. All sanctions will be an opportunity for pupils to understand 

and reflect upon and correct what went wrong.  

 

AFTER SCHOOL CORRECTION   

 
  

Pupils will be asked to attend correction for the reasons outlined in the expectations of pupils section. 

The academy runs correction not to punish pupils but to enable them to catch up on work missed or to 

reflect on their behaviour or being late to school. Corrections will run as follows;  

   
Corrections will run as follows;  

 Pupils will have a check in their diary given by their teacher, tutor or PL to say they have a 

correction. This tick will be signed by the relevant member of staff on duty at the end of the 

correction.  

 The member of staff running the Correction will log attendees in the log book and record any 

issues. When the correction or late is recorded on the system, parents will have a text notifying 

them of the detention and the length. 

 This will be checked daily by the PL and recorded on Bromcom.  

 Pupils will be taken to the hall by their PL after being dropped off in the blue playground. Pupils 

on SLT detention Friday will also be taken to the correction and then complete their time in 

Seclusion Room.  

 Correction will be conducted in silence, there is no communication in the hall. 

 Heads of Department (English, Maths and Science) will be responsible for bringing enough work 

to last the teaching cycle of the correction. This will be updated every term to ensure the work is 

relevant to the students.  Teaching staff can also refer packs of work that need to be completed in 

the hall.  

 Pupils will be dismissed as a group in silence. Corrections until 5pm will see pupils escorted to the 

gate at the end of the session.  

 Work will be checked by the teacher at the end of the session. If it is not of the requisite standard 

the pupil will be referred to the Seclusion Room (SR) 

 The PL will report weekly to the Senior Pastoral Lead on who has been referred to Catch Up, any 

absences and any additional actions deemed necessary. The PL will also inform tutors regarding 

their particular groups.  

The flow chart explains the systems that Ark Acton Academy to help support students 

with their behaviour.  

  



  



REWARDS  

 
  

The role of rewards at Ark Acton Academy is to promote exemplary behaviour, recognise and 

celebrate academic success and effort, and publicly acknowledge commitment to our values. Rewards 

will be given for conduct, effort and achievement beyond the norm or expected.  

Type  Format  Reason  Who  Recorded  Accumulation  

Merits  Signatures 

in student 

planner  

Exemplary  
effort, work, 
achievement, 
contribution 
or  
CHARACTER  

demonstration  

Teacher  

Tutor  

PLs 

Staff  

Planner and 

Bromcom by 

teacher when 

they have 10 in 

one subject or 

25 overall. Staff 

member calls 

parent  

10 in one 
subject = 
subject 
certificate 
presented at 
weekly 
assembly  
25 overall =  

Certificate of 

Excellence 

presented at 

termly 

celebration 

assembly  

Achievement  

Certificate  

Department 

devised 

certificate  

Meeting target 

grade in AP 

assessments  

Class 

Teacher/HoD  

Bromcom 

Teacher or HoD 

calls parent  

5 in one AP =  

Gold  

Certificate 

presented at 

termly 

celebration 

assembly 

Gold Certificate  Head of  

Character  

5 achievement 

certificates in 

one AP  

Head of  

Character 

Bromcom 

PL/VP/Principal 

calls parent  

15 over year =  

Exceptional  

Achievement 

Gold certificate  

presented at 

termly 

assembly  

Exceptional  

Achievement  

Plaque  

Head of  

Character 

15 Gold  

Certificates or 

7 end of year 

target grades 

met  

Head of  

Character 

Bromcom 

PL/VP/Principal 

calls parent  

Presented at 
annual 
Academy  
Awards  

CHARACTER  

Certificate  

Tutors 

Teachers  

Each teacher 

and tutor 

nominates one 

person from 

their tutor 

group/class 

who has best 

exemplified 

the traits over 

the course of 

the term.  

Head of  

Character 

Bromcom Presented every 

six weeks at the 

end of term 

assembly  



Celebration Assemblies  

 Weekly assemblies to include Achievement Certificates and End of 

term assembly to include CHARACTER certificates 

 Achievement assemblies following APs three times annually to celebrate Gold Certificates 

Academy Awards to celebrate Exceptional Achievement Plaques   

 Points 2, 3 and 4 will also celebrate other achievements in the sporting and  

 Pupils with 98+% attendance will receive a certificate from the PL at the end of term assembly.  

  



SUPPORT  

 
  

At the academy we understand that some pupils will need support to enable them to meet our 

behaviour expectations and to make best use of the opportunities presented by the academy. Support 

for behaviour will be specific, intensive and within a timeframe. Whilst fully acknowledging and 

supporting the needs of some pupils we are also very mindful of the needs and aspirations of the 

wider pupil body and will not allow persistent long term disruption of learning or abuse of pupils and 

staff.  

Staff will receive regular training on meeting the needs of pupils with behavioural, social or emotional 

difficulties and we aim to primarily meet needs through the adoption of consistent and effective 

teaching techniques in the classroom.  

The following support will also be available at Ark Acton Academy. The SENCo and Senior Pastoral 
Lead will decide on how this support is used to support pupils on a case by case basis: 

Individual methods of support will be used on a pupil by pupil basis through the professional 

judgement of school staff: 

 Tutor report and monitoring 

 Pastoral leader report and monitoring 

 Mentoring 

 Seclusion Room 

 Parent Contract  

 Pastoral support plan (PSP) 

 Behaviour Support worker referral 

 Drama Therapy  

 Educational psychologist referral 

 Referral to CAMHS or other outside agency 

 Speech and Language support 

 In-class support  

 Off-site provision 

 

  



ROLES AND RESPONSIBILITIES   

 
  

a. Governing body   

 The Governing body will establish in consultation with the Principal, staff and parents/carers the 

policy for the promotion of good behaviour and keep it under review. It will ensure that it is 

communicated to pupils and parents/carers, is non-discriminatory and the expectations are clear.  

 Governors will support the academy in maintaining high standards of behaviour.  

 The governing body will ensure there is no differential application of the policy on any grounds, 

particularly ethnic or national origin, culture, religion, gender, disability or sexuality. They will 

also ensure that the concerns of pupils are listened to and appropriately addressed.  

b. Principal  

 The Principal will be responsible for the implementation and day-to-day management of the 

policy and procedures.  

 The Principal will ensure there is no differential application of the policy on any grounds, 

particularly ethnic or national origin, culture, religion, gender, disability or sexuality. They will 

also ensure that the concerns of pupils are listened to and appropriately addressed.  

 The Principal will ensure that appropriate high quality training on all aspects of behaviour 

management is provided to support the implementation of the policy.  

c. Staff  

 Staff will base their interactions with pupils on trust and the highest regard for them 

 Staff will establish high standards of behaviour and consistently and effectively 

implement the Academy’s behaviour management policy and procedures  

 Staff will maintain a positive and secure learning environment  

 Staff will explicitly teach pupils effective behaviour for learning and self-regulation  

 Staff will support pupils to develop self-discipline  

 Staff will model high standards of behaviour in their dealings with pupils and with each other by 

behaving courteously, respectfully, considerately and professionally at all times  

 Staff will ensure fair treatment of all  

 Staff will maintain a presence around the academy to ensure that the highest standards of 

behaviour and site usage are maintained  

 Staff will avoid at all times situations which make students feel uncomfortable or humiliated 

  Staff will use positive language and never use language which is derogatory, intimidating, abusive 

or sarcastic in any way  

  

d. Parents and Carers  

Parents and carers will take responsibility for the behaviour of their child both inside and outside the 

academy. They will be encouraged to work in partnership with the academy in maintaining high 

standards of behaviour and will have the opportunity to raise with the academy any issues arising 

from the operation of the policy.  

Parents are expected to:  

 work in partnership with the academy in maintaining high standards of behaviour 



 sign and comply with the Home-Academy Agreement (appendix 4) which outlines the 

responsibilities of the parent, pupil and the Academy, including those concerning 

behaviour  

 support their child to develop self-discipline  

 tell us if anything happens at home or out of school which may affect their child’s 

behaviour  

 work with us to find appropriate strategies and to support the academy in implementing 

these strategies if their child’s behaviour becomes a cause for concern  

 take responsibility for their child if he or she is excluded.  

 

  



Defining a serious incident at Ark Acton Academy 

 

The following list provides examples of what constitutes a serious incident. The list is neither 

exhaustive nor definitive and members of staff may use their discretion so long as they are 

following the behaviour policy. Students must adhere to the code of conduct at all times, 

including out of school hours. The behaviour of a pupil outside of school can be considered 

grounds for an exclusion, whether or not the pupil is in uniform. 

 

The incidents on this list are of a serious nature and could lead to exclusion if the school 

Principal deems appropriate after investigation: 

 

 Persistent breaches of school routines that affects the learning of other students and the 

smooth running of the Academy. 

 A breach of school routines that creates a health and safety risk within the Academy. 

 Failure to follow any instruction by a member of staff that would constitute defiance.  

 Bringing the school into disrepute within the local community 

 Wilful disobedience or serious disrespect to an adult 

 Bullying or other harmful behaviour  

 Bringing ‘outsiders’ onto Academy property in order to threaten or create conflict  

 Sexually inappropriate behaviour  

 Threatening others – physical or verbal  

 Cursing or inappropriate gestures – particularly towards an adult  

 Deliberate involvement in or instigation of conflict  

 Verbal aggressiveness towards a peer or adult  

 Fighting or physical assault on another student 

 Stealing  

 Possessing stolen property  

 Possession of illegal or banned substances 

 Gambling on school site 

 Vandalism, including if wearing academy uniform whilst outside academy grounds  

 Destruction of another person’s property  

 Consistently disrupting learning within a single lesson  

 Playing with fire alarms or extinguishers  

 Smoking or drinking alcohol  

 Skipping class or truanting from school  

 Possession of a weapon or any implement intended to harm another person 

 Cheating in a test or exam  

 Wearing, displaying or graffiting ‘gang’ affiliated items and phrases 

 

   

 

 

  



Appendix 1 - Ark Acton Academy Learning Routines and Techniques  

 

Teaching and support staff will create a classroom environment that empowers pupils to uphold the 

academies expectations. This environment will be created through the implementation of the 

routines/techniques below and through the Ark Acton Academy Routines. All staff will have training 

in the key routines and they will be an integral part of our induction process and ongoing CPD.  



Routine 1 – Coming onto School Site (Registration 8.45am to 9.10am)   

Students Tutors Senior Leadership Team (SLT) Pastoral Leaders (PL) 
 From 8.00am students enter 

school site through the student 
gate and driveway gate.  

 Students enter the gates 
wearing correct uniform which 
is worn the correct way (this is 
listed in the student planner). 

 As students walk on site they 
greet the Pastoral Leaders 
(PLs) and Senior Leadership 
Team (SLT) with ‘Good 
morning’, and make strong eye 
contact as this is said.   

 Students walk to the reception 
steps and here they are 
directed to the dining hall side 
gate and enter here to walk to 
the silver playground and the 
MUGA. 

 The areas are as follows: Yr 7 
go to the silver playground.  

 Y8 and Y10 go to the left of the 
two MUGA areas. 

 Y9 and Yr11 go to the right of 
the two MUGA areas. 

 Students then go to their 
designated tutor group place 
within the MUGAs or silver 
playground (Yr 7). 

 All students will be in the 
MUGA or silver playground 
(Yr 7) at 8.35am sharp.  

 Students arriving after 8.33am 
will be directed to the side gate 

 One member of duty staff will be 
on the gate from 8.20am until 
8.32am supporting the SLT and 
PL. they will greet each student 
and do a uniform check.  

 By 8.30am all tutors will have 
loaded the character building 
powerpoint for the current week 
on the IWB with the Do Now task 
(DN). (This would have been was 
emailed a week in advance out 
from the Head of Character 
development). 

 At 8.32am tutors go to their year 
group playground and are in 
place to greet students at 8.35am.  

 Tutors greet their students by 
making direct eye contact and 
saying good morning.  

 When tutors are greeting their 
students they check each 
students uniform and that 
students have their planner in 
their right hand.  

 If a student is not in the correct 
uniform the tutor will place a 
check mark in the students’ 
planner on today’s page. 

 The student is then sent to the 
conference room to correct their 
uniform.  

 When all students have been 
greeted and uniform checked the 
tutor will instruct students using 

 Two members of the SLT are 
allocated to gate duty (1 on each 
gate) at the front of school from 
8.00am.  

 SLT greet students at the gate 
using positive language such as 
good morning, excellent uniform 
etc.    

 SLT will point out incorrect 
uniform and instruct changes 
needed to the uniform.  Students 
with missing uniform items will 
be sent to the conference room to 
collect items of uniform (support 
staff will record the names of 
students who are given uniform 
items that are missing.  This daily 
list is given to the PL by email at 
9.30am so the PL can phone 
home to notify the parent). 

 SLT will direct students who are 
in the correct uniform to follow 
the path to the reception steps 
where a member of duty staff 
directs students through the side 
gates.   

 SLT lock the gates at 8.33am. 
 The Senior Pastoral Lead (SPL) 

supports the student line ups in 
the allocated playgrounds.  This 
is done by walking through the 
lines checking all students are 
following protocol.  

 Students who arrive after 8.40am 
will sign in at the late desk in the 

 Two PLs are allocated to gate 
duty (1 on each gate) at the front 
of school from 8.00am.  

 One PL is on duty outside near 
the reception stairs.  

 Duty PLs are at the gates at 
8.00am.  As students walk on site 
they greet pastoral leaders with 
‘Good morning’, and make eye 
contact as this is said.  PLs will 
point out incorrect uniform and 
instruct changes needed to the 
uniform.  Students with missing 
uniform items will be sent to the 
conference room to collect items 
of uniform. 

 PL will direct students who are in 
the correct uniform to follow the 
path to the reception steps where 
a member of duty staff directs 
students through the side gates. 
Students are then allocated to the 
conference room for uniform 
correction.  

 At 8.32am all PLs will leave their 
duty stations and go to their year 
group playgrounds. 

 At 8.35am the PL puts their left 
hand in the air to signal line up in 
silence.  

 All students line up in their 
allocated tutor group location at 
the marked spots. Students line 
up in register order and in 
silence.  



Routine 1 – Coming onto School Site (Registration 8.45am to 9.10am)   

and the main gate will be 
locked.  

 At 8.35am when their PL 
raises their left hand to signal 
the line-up students will then 
line up in silence, register 
order, facing their tutor. 

 Students will have both straps 
of their bag on their back, 
holding their planners in their 
hand, opened on the current 
day.   

 Students  remain in silence, in 
a single line, facing the front 
and wait for instructions to 
depart the playground. 

 At 8.39am each tutor group in 
the year group that has 
assembly will be given 
instruction by the PL to walk 
in single file and in silence to 
the assembly hall (see routine 
2 for entering assembly).  

 At 8.40am when instructed to 
do so by the PL the students 
walk in a single file with their 
tutor in the school building in 
silence.  

 Students in Years 7, 8 and 10 
enter the building through the 
silver playground Piccadilly 
entrance.  Students in Years 9 
and 11 enter the building 
through the yellow playground 
Piccadilly entrance.   

 Students will remain in silence 
and in single file as they enter 

NVC to track the pastoral leader 
and listen to her/his instruction.  

 At 8.40am when instructed by 
the PL the tutor will lead the 
students into the school building 
via the allocated entrance for 
their year group.   

 Students will walk in a line in 
silence.  It is the duty of the tutor 
to ensure that the line is silent.  
Where it is not then the tutor will 
take the students back to the start 
of the routine. Persistent 
noncompliance will be followed 
up with a correction and an end 
of day detention of up to 30 
minutes.  

 As the tutor walks the line of 
students to the tutor room s/he 
will stop on two occasions to 
check the line is silent and in 
register order. The tutor stops the 
line and steps to the side to scan 
the lineup.    

 If they need to correct the line 
they use the NVC.  

 Tutors can use the ‘do it again’ 
routine if students do not adhere 
to their NVC.  

 When students arrive at their 
tutor room they will line up in 
silence and wait for the tutor to 
give instructions for entering the 
classroom. 

 Tutors will stand abridge the 
door threshold as students enter 
the classroom and will track the 

blue playground through the 
double doors.  

 The SLT with the attendance 
officer will stamp their planners 
and briefly interview them about 
why they are late.  They are given 
a 1 hour detention on the same 
day.  

 The SLT reminds them at the end 
of school day their Period 4 
teacher drops them to be picked 
up for late detention in the blue 
playground. 

 The PL can stand on a chair and 
scan from the side line and then 
using NVC to correct students not 
following the routine correctly. 

 The PLs instruct ‘all eyes on me’ 
and says one positive message for 
the day.  

 If it is an assembly that chosen 
year groupleaves first, the tutors 
to take the students to the main 
hall.  This is done with 
instruction to one tutor at a time. 

 If it is not assembly the PL 
instructs the tutors to take the 
tutor group in to the school 
building and to the tutor room. 

 The year groups leave in this 
order Y7, Y8, Y9, Y10 and lastly 
Y11. This changes daily so that the 
assembly group leaves first. For 
example if its Y8 assembly the 
order is still Y8, Y7, Y9, Y10 and 
Y11.  

 Year 7, 8 and 10 enter by the 
silver playground entrance to 
Piccadilly. Years 9 and 11 walk 
around the sports hall and enter 
the building from the yellow 
playground.  

 Students are to walk in a line in 
silence.  If the students do not do 
this then the tutor must stop and 
correct the students.  If required 
the process starts again from the 
playground with the PL 
supporting the tutor. 



Routine 1 – Coming onto School Site (Registration 8.45am to 9.10am)   

 

the building.  The tutor will 
stop and scan from the side at 
two different points in order to 
check that there is a single, 
silent line. 

 Once at their tutor base 
students will line up outside 
the room and will be 
instructed to enter the 
classroom by the tutor.  

 Students go straight to the 
seats allocated to them on the 
teacher’s seating plan.  They 
put their planner at the top 
right corner of their desk.  

 Students take out their clear 
pencil case, reading book next 
to their planner. They then 
finally put their bag on the 
floor. 

 Students begin their silent ‘Do 
Now’ task that is on the 
interactive white board.  

 Any students who are late after 
8.33am will sign in at the late 
desk and receive a check in       
their planner.  This indicates 
the sanction of a 1 hour 
detention on the same day.  

 Parents are notified by text 
message from the office.  

 At the end of school day the 
Period 4 teacher will drop late 
students to their PL in the blue 
playground to serve their 
detention.  

room and the line up outside of 
the classroom. 

 The tutor will use NVCs to direct 
students who are not completing 
their ‘Do It Now Task’. As the 
tutor circulates the room they 
check the equipment that is ready 
on the desk.  

 When all students have entered 
the room and are seated the tutor 
will complete the register.  

 The teacher will give a NV 
instruction by holding the 
planner up to indicate for 
students to get out their 
equipment.  The students put 
their planner at the top right 
corner of their desk.  

 Students then take out their clear 
pencil case, reading book and 
place it next to their planner. 
They then finally put their bag on 
the floor. 

 Any students who do not follow 
this will have a check in their 
planner and are referred for 
correction at break, lunch or end 
of the school day.  

 The PL leaves the playground 
with the last tutor group that is 
dismissed.  If it is assembly then 
the PL goes to the main hall and 
follows the routine for assembly. 

 If it is not assembly then the PL 
conducts a learning walk into all 
tutor groups to ensure the routine 
for tutor time is being followed.  
 



Routine 1 – Coming onto School Site (Registration 8.45am to 9.10am)   

 



Routine 2 – Assemblies (8.45am to 9.10am) 

Students Tutors   Pastoral Leaders (PL) Senior Leadership team (SLT) 
 8.35am students are in the in 

the MUGA/Sliver playground.  
 At 8.39am students are 

dismissed by the Pastoral 
Leader in tutor group order 
(ARKCTONDEMY) from the 
playground or MUGA .  
Students walk from the 
playground or MUGA in 
silence and in single file with 
their tutor 

 Once at the assembly hall 
students line up outside in 
silence in single file with their 
tutor at the front of the line  
facing the students.   

 Students must remain in 
register order.  

 Before entering the hall tutors 
and students are aware of 
where they sit once entering 
the hall.  

 The tutor enters the hall first 
with the students following in 
line.  The tutor stands in front 
of the first row of chairs, 
giving an arm signal of where 
to sit down.  

 Students are immediately 
seated in silence not moving 
the chairs.  

 Bags and coats are put under 
the seat.  

 Once seated students track the 
themed assembly video (sitting 
in silence while the rest of the 

 At 8.35 tutors are with their tutor 
groups.  

 Once arrived from the morning 
line up tutors will greet each 
tutee with good morning and 
making eye contact. They will 
scan for uniform corrections and 
any pupils that were not picked 
up at the gate will be sent to the 
conference room. Any corrections 
or adjustments that need to be 
made will be done using NVC.  

 The tutor will then stand tall and 
square up at the start of the line 
and complete the paper register 
that was given to them from the 
PL, they will use their radar scan 
and step to the side to ensure the 
standards are met. If corrections 
are needed will be using NVC 
where necessary.  

 The tutors will keep the paper 
register with them to mark any 
pupils who might be late to 
assembly.  

 Tutors stand at the front of their 
line and follow the 
ARKCTONDEMY order.   

 When departing the playgrounds, 
tutors will stop at 2 different 
points for a radar scan and step 
to the side.  

 Tutors will take control of their 
lines ensuring they are silent, in 
register order and facing the 
front.  

 At 8.35 the PLs are in their 
allocated playground.  

 The PL has a pre-written seating 
plan and the order of which the 
tutor groups enter the hall. All 
tutors adhere to these seating 
plans and instructions of where 
to sit their tutor group.  

 The PL is dressed formally for the 
delivery and hosting of the 
assembly.  

 The PL ensures that there is 3 
seats on the right of the stage for 
the leadership to sit and to track 
the room (HOY, SPL and SLT). 

 Where the assembly is student 
led assembly the PL will organise 
a microphone.  

 The PL will have their clicker 
ready to give to the presenter.  

 The PL can put ARKCTONDEMY 
letters at the beginning of row to 
help remind the tutors of where 
they are sitting.  

 8.10am the PL collects the golden 
ticket envelope and paper 
registers from their pigeon hole 
in reception and sets up the 
quality assured PowerPoint that 
is saved in the shared drive for all 
PLs to access.   

 This assembly will have the 
weekly theme or learning 
question related to the assembly. 
The assemblies will be delivered 
on a rota basis.  

 At 8.35am the SLT link is with      
their Year group.  

 1 week before the assembly the 
Senior Pastoral Lead  (SPL) 
quality assures the weekly 
assembly PowerPoint and 
ensures it provides for a formal, 
informative and though-
provoking assembly and in line 
with the termly assembly rota 
(that is written from the Head of 
Character Development). 

 The SPL checks that it is the Ark 
Acton Academy (AAA) logo and 
format is used on the powerpoint. 

 The SLT lead are in the hall to 
ensure that standards of the 
academy are being upheld. They 
make notes for correction and 
share these with the PL at the end 
of the assembly.  

 Once the assembly has started the 
PL and SLT sits down on the 
chairs next to the right of the 
stage modeling listening skills, 
but has a view on the hall 
tracking the pupils.  

 The leadership team model the 
reflection and STAR.  

 At 9.05am the golden ticket 
winner will be announced, the 
SLT takes a photo of the golden 
ticket winner and then emails this 
straight to the head of 
communications.  



Routine 2 – Assemblies (8.45am to 9.10am) 

year group are being seated). 
Once all students are in the 
hall the video is faded out by 
the Pastoral Leader.  

 At 8.45am the assembly starts 
immediately.   

 Students will be requested by 
the Pastoral Leader to stand 
up when the speaker for the 
assembly is introduced. 

 The speaker will greet the 
students and then instruct 
students to sit down 

 During the assembly students 
must track the speaker. The 
students follow the STAR.  

 At the end of assembly when 
requested the students will 
bow their heads with their 
hands locked together for the 
moment of reflection, all eyes 
are to the floor.  

 Students will congratulate the 
winner of the golden ticket by 
applauding the student. This is 
the only time where 
applauding takes place.  

 The Pastoral Leader officially 
closes the assembly and asks 
for any brief notices that need 
to be shared with the year 
group.  

 The Pastoral Leader will 
instruct one tutor group at a 
time to stand up and follow 
their tutor out of the hall.  
Students will leave the hall in 
silence in single file.  

 As the tutees enter the hall they 
take off their bags and coats 
ready to sit down.  

 The PL instructs the tutor and 
their group when to enter the 
hall.  

 The tutor group will remain in a 
single file and walk along the 
chairs in their allocated space (as 
briefed by their PL). 

 The tutor group will use all chairs 
and leave no gaps.  

 In the hall tutors stand with their 
tutor group until the last tutee 
has stood in front of their chair. 
The tutor will then use NVC for 
students to sit down.  

 Tutor will do a radar scan to 
ensure all bags are under the 
chairs.  

 Tutors are sat at the end of the 
row with their tutor group.  

 The PL will go onto the stage and 
ask for the year group to stand 
and introduce the speaker. The 
speaker will greet the students 
and signal for them to sit down.  

 Throughout the assembly tutors 
model expected behavior and are 
tracking the speaker.  If students 
are not following the protocol, 
tutors use NVC to remind them of 
the correct actions.  The tutor has 
full responsibility for the 
students, ensuring the line is 
silent and can track this again 
once in the hall.  

 PL checks that all sound is 
working.  

 The PL notifies a student to 
monitor the clip and switch to 
powerpoint, when given an 
instruction.  

 There is a character building 
themed video/short clip playing 
so it engages the students 
immediately.  

 At 8.30am the PL hands out the 
registers to their tutors and joins 
the rest of the school in their 
allocated area in the playground.  

 At 8.35am the PL puts their hand 
in the air to signal that they are 
ready.  

 The PL does a radar scan to check 
their line ups.  

 They will use NVC for tutor group 
A are the first to lead the morning 
line up to walk their year group 
over to the assembly hall.  

 At 8.40am the PL will start the 
dismissal from the MUGA/Silver 
playground. The PL will follow 
the  ARKCTONDEMY sequence 
on dismissal.  

 Their tutors walk to the dining 
hall playground and go straight 
into the hall. 

 PL should be at the front of the 
hall silently directing tutors and 
students into rows/seats. PL has 
absolute control of the hall. 

 Once all students are seated and 
the speaker is ready, the student 

 At the end of the assembly the 
SLT stands by the door as 
students leave in an orderly file.  

 The SLT feeds back any 
correction to the PL for next 
week’s assembly.  



Routine 2 – Assemblies (8.45am to 9.10am) 

 Any students who are late will 
sit at the back of the hall on 
the left side of the last double 
door in the hall.  

 At the end of the assembly the PL 
will ask to do a reflection where 
all eyes and heads are bowed 
towards the floor. The tutor uses 
NVC for any student who is not 
complying with the reflection.  

 After the reflection, the golden 
ticket is awarded. The tutor 
applauds the student who has 
won.  

 When the assembly is finished 
tutors stand up with the tutor 
group when instructed by the PL. 
the tutors leave the register at the 
computer so the PL can collect it 
once the assembly is over.  

 Tutors that are teaching period 1 
have permission to leave the 
assembly first to ensure they are 
on time for their line up.  

 Tutors lead the tutor group out of 
the hall in silence in single file.  

 

fades out the clip and switches to 
the powerpoint.  

 The PL introduces the theme of 
assembly and the person/group 
who are delivering it.  

 The PL instructs all students to 
stand up.  

 The PL sits next to the SLT.    
 When the speaker has finished 

presenting then the PL will 
present the winner of the golden 
ticket.  

 At 9.00am the golden ticket is in 
an envelope and the PL asks a 
pupil at random to draw out the 
name. The PL reads out the 
name, the student steps onto the 
stage for their photo to be taken 
stood next to their PL.   

 To conclude the assembly the PL 
leads the moment of reflection 
and instruct students to bow their 
heads and interlock their hands 
on their laps.  

 After the silent reflection the PL 
will break the silence with ‘Open 
your Eyes and ensure you are 
sitting upright’.   

 The Pl will invite tutors for a 
shout out (positive re-
enforcements) 

 The PL will ask students to stand 
up one tutor group at a time and 
ask the tutor to lead the students 
out of the hall (if tutor has left to 
teach then the SLT will support 
leading the group out of the hall). 



Routine 2 – Assemblies (8.45am to 9.10am) 

 
 

 The PL collects the registers left 
at the computer when they leave 
the hall. This is to ensure that late 
comers are registered on the 
paper registers. The PL gives to 
reception to register.  

 It is vital the PL ensures assembly 
does not run over (start time is 
8.45am and end time is 9.06am) 
so tutors can get to their 
classrooms to meet their classes 
on time. NB. The delivery can no 
longer be over 10 minutes long.  



Routine 3 – Start of lesson and Lesson Changeover (Start of Period 1 and Period 3) 

Students  Classroom teachers    Pastoral Leader (PL) Senior Leadership Team (SLT) 
 End of lesson/tutor time 

Students complete their exit 
ticket and follow teacher 
instructions for how to hand 
this in.  

 Students must then be  silent 
and track the teacher to listen to 
the instructions for end of 
lesson routines (putting away 
equipment and books) 

 Students will pack their 
equipment in to their bag when 
told to do so by the teacher.  
Students will put their planner 
in their blazer pocket.    

 When instructed by the teacher 
students will stand up in silence 
and put their chair under the 
desk. 

 Students will be dismissed from 
the classroom one at a time. 

 Students will arrive at their next 
classroom by the following 
times:  

 9.12am (2 minutes from their 
tutor base to period 1 
classroom)  

 12.02 (2 minutes from period 2 
to 3 classroom) on arrival at the 
classroom students will follow 
the lining up routines.  

 Students walk directly to the 
classroom for period 1 or period 
3.  

 End of lesson/tutor time – 
students will be stood in silence 
behind their desks. They will have 
their bag on their back using both 
straps and their planner in their 
blazer pocket. The teacher can use 
NVC/AGC for correction.  

 The teacher will stand at the 
classroom door to dismiss 
students from the lesson. 
(Dismissal is done one by one or 
two at a time).  

 As the student walks past the 
teacher they will use personalised 
descriptive praise “Excellent 
questioning today Jamilla”. Be 
specific with the praise.  

 The students line up again to face 
their teacher. The teacher uses 
threshold to stand in between the 
door and classroom. Once all 
pupils are out of the classroom 
the teacher uses a radar scan for 
the lineup. The teacher leaves 
them with a positive message.  

 The students walk to their next 
lesson using the one way system 
in silence. 

 When the bell rings for lesson the 
teacher is at the classroom door. 

 The teacher has their 
board/PowerPoint ready with the 
learning question and do now 

 The patrol pair have a hand over 
before the bell for period 1 
9.09am and period 3 11.59am.  

 The patrol team are located in the 
hot spots for change over (as 
indicated by the school time table. 
E.g. Year 11 English corridor.  

 No patrol PLs go to the subject 
area where their year group have 
lessons and ensure the line ups 
are correct.  

 The PLs on patrol each of floors 
and uses PGC to get the students 
to move to their next lesson 
efficiently.  

 PLs ensure that teachers and 
tutors are being consistent in the 
practice of the line up. They offer 
PGC and NVC where necessary.  

 PL have monitoring sheets that 
they complete over the course of 
the week.  

 The PLs feedback to SLT any 
problem areas on the feedback 
forms.  

 SLT are in the corridor at the 
changeover of lessons. 

 SLT support the classroom 
teacher in checking the students 
as they line up and in giving 
positive messages about learning. 

 The SLT act upon the feedback 
from PLs where hotspots may 
occur. N  

 



Routine 3 – Start of lesson and Lesson Changeover (Start of Period 1 and Period 3) 
 When students arrive at the 

classroom they must line up 
along the wall outside of the 
classroom in single file and will 
stand in silence.  The student 
line must be straight and there 
are no gaps.  Students will face 
forwards towards the classroom 
door they will be entering. 

 Students will take their planner 
out of their blazer pocket and 
hold it in their hand. 

 Students will be in correct 
uniform and will be wearing this 
correctly 

 When the teacher instructs 
them the students enter the 
classroom in silence and in 
single file. 

 In the classroom students go 
directly to the seat allocated to 
them from the data instructed 
seating plan. 

 Students take out the 
equipment that they need from 
their bag.  They put their pencil 
case, book and planner on the 
desk in front of them.  Students 
then place their bag under the 
desk.  

 Students immediately then 
complete the ‘Do Now’ task in 
silence.  

 When the teacher gives the 
instruction students STAR (sit, 
track and respect).   

(DN) task is clearly displayed on 
the board.  

 Teachers stand in their threshold  
in-between the doorway and 
classroom. They step and scan  

 Once the line-up has happened 
the students enter the classroom. 
The teacher carries out another 
informal check in the lesson.  

 They then return to the door 
frame and instruct students to 
enter the classroom.  

 As students enter the classroom 
the teacher hands the student the 
DN.   

 Students are silent doing their do 
now task in their books.  

 The teacher completes the 
register. 

 The teacher circulates the room 
and gives feedback on the DN 
task. This gives the task 
importance so that it is 
meaningful and sets a positive 
tone for the lesson.  



Routine 3 – Start of lesson and Lesson Changeover (Start of Period 1 and Period 3) 

 
 



Routine 4 –End of break and lunch 

Students  Teachers    Pastoral Leads (PL) Senior Leadership team (SLT) 
 When the 5 minute bell sounds 

at 10.40am (end of break) or 
13.50pm (end of lunch) 
students stop play and walk to 
their year group 
playground* (see below).  

 If students are in their 
designated area they will then 
need to walk to their area 
silently.  

 Students must be in their  
playground by 10.43 (end of 
break) or 13.53 (end of lunch) 
and must be lined up in a 
single line in their teaching 
group  

 Student will stand in silence 
with their planners in their 
hands. 

 Students will have correct 
uniform which is worn 
correctly and with school bags 
being worn on their back 
(wearing both straps on their 
shoulders) 

 Students face forwards 
towards their class teacher  in 
silence   

 When directed by the Pastoral 
Leader students will follow 
their class teacher in a single 
file in to the school building. 

 Their teacher will stop at two 
different points to ensure their 

 When the 5 minute bell sounds at 
10.40am (end of break) or 
13.50pm (end of lunch) teachers 
walk to the year group 
playground. 

 At 10.43 or 13.53 teachers are in 
the year group playground and 
standing at the top of their line 
up point waiting silently for 
pupils. 

 Teachers are stood with their 
department in the same place 
every week.  

 Teachers check the students’ 
uniform is correct and get 
students facing forwards in 
silence ready to enter the school 
building. 

 When students are silent and 
when directed by the PL then 
teachers lead their students in to 
the school building in silence.  

 Teachers use their professional 
judgement to re-call the students 
to line up again if it’s not 100% 
(‘Do It Again’). 

 The teacher will have set up  their 
board/PowerPoint ready for the 
lesson and the TTD task will be 
printed on paper ready to hand 
out.  

 When the teacher and students 
arrive at the classroom the 
teacher instructs the students to 

 The PL are in the year group 
playground at 10.40am and at 
13.50pm.  

 At 10.43am and 13.53pm the PL 
stands on a chair so he/she is 
visible and gives instructions for 
lining up in teaching group in 
single file and in silence.   

 The PL visibly monitors the lines 
and guides pupils and staff – 
silently as much as possible. No 
time is lost, as students go into 
the building promptly.  

 At 10.45am or 13.55pm the PL 
signals for teachers to lead their 
students in to the building.   

 The PL follows the last teaching 
group in to the building and goes 
to the subject area where the year 
group is having lessons. 

 PLs support the classroom 
teachers in checking the students 
as they line up outside the 
classroom.  

 When students have entered the 
classroom PLs call in to each 
classroom for the first 5 minutes 
to check students are following 
instructions.  

 

 SLT are on duty in the different 
playgrounds at break and at 
lunch time. 

 At 10.43am and 13.53pm SLT 
greet the teachers and the 
students in the year group 
playground and ensure that 
students are lining up in their 
teaching group in single file and 
in silence.   

 SLT support teachers to check the 
students’ uniform is correct and 
to get students facing forwards in 
silence ready to enter the school 
building. 

 SLT ensure that students are 
tracking the PL and listening to 
the positive message.   

 When teachers lead their 
students in to the building SLT 
ensure that students follow the 
instruction to be silent. 

 SLT follows the last teaching 
group in to the building.  

 SLT offers real time feedback to 
the PLs if needed.  
 



Routine 4 –End of break and lunch 

 
 

line is in silence and following 
the lineup procedure.  

 Once arrived at the classroom 
door pupils take their bags and 
coats off before they enter the 
classroom and ready to place 
their bag under their chair and 
their coat on the back of their 
seat.  

line up in silence and in single file 
with their shoulder to the wall 
and facing the teacher. 

 When the students are lined up 
the teacher instructs students to 
enter the classroom.  

 As students enter the classroom 
the teacher hands the student the 
do now task (DN).   

 The teacher enters the classroom 
and gives instructions for 
handing out books. 

 The teacher completes the 
register while the do now task is 
being completed.  

 The teacher tracks the room 
ensuring students are completing 
the DN.   

 

*Blue playground: Year 7  
Yellow playground: Years 8 and 9  
MUGA 1: Year 10 
MUGA 2: Year 11 



Routine 5 –End of the school day  

Students  Teachers    Pastoral Leads (PL)  Senior Leadership team (SLT) 
 At 2.55pm students complete 

their exit ticket in silence.  
 Teachers now instruct the 1,2,3 

routine.  
 Teacher hand signals 1 – 

pupils stand up in silence.  
  Teacher signals 2 – pupils 

pack away in silence.  
 Teacher signals 3 – pupils tuck 

their chair under the desk and 
line up silently in the corridor 
outside. The students leave the 
exit tickets on the teachers’ 
desk. 

 The school bell will ring at 
3.05pm. The following floors 
exit the building at these 
times:  

 Ground floor – 3.07pm (2 
mins) 

 First floor 3.08pm (3 mins) 
 Second floor 3.10pm (5 mins)   
 The teacher stands astride at 

the door frame so has a view 
on students lining up in 
silence.  

 The students are dismissed 2 
by 2.  

 They let the student know 
discreetly if they have a 
correction after school.   

 As the students are being 
dismissed the classroom 
teacher collects their exit ticket 

 At 2.55pm teachers give out the 
exit ticket and students complete 
this in silence. 

 The school bell will ring at 
3.05pm and the following floors 
exit the building at these times:  
 

 Ground floor – 3.07pm (2 mins) 
 First floor 3.08pm (3 mins) 
 Second floor 3.10pm (5 mins)   

 
 Teachers check Bromcom to 

identify which students need 
taking to the PL in the blue 
playground as the class leave the 
school site. 

 The teacher will give the 
instruction for the 1,2,3 routine.  

 The teacher will stand astride at 
the classroom door and instruct 
each student to move to outside of 
the classroom and to hand their 
exit ticket to the teacher as they 
exit the classroom. 

 The teacher instructs students to 
line up outside the classroom in 
silence whilst each student exits 
the classroom. Students for a line 
outside their classroom.  

 The line is ready for the blue 
playground as the students who 
are at the front will be dropped 
off first to their Pastoral leader for 
a correction.  

 The reception team will run a list 
for correction at 2.30pm ready for 
collection.  

 At 3.05pm the PL will be in the 
blue playground with the list of 
students who have a detention.  

 The PL are stood facing the school 
and lined up in order. As the 
students are being brought to the 
PLs the students face them and 
no the school.  

 When students are brought to the 
playground by the classroom 
teacher the PL lines the students 
up in silence. 

 At 3.15pm the PL takes the 
students to the school hall. 

 The Senior Head of College (SHC) 
and SLT seat the students at the 
exam desks in the hall according 
to the length of detention e.g. 30, 
45 minutes etc. 

 The PL ensures that each student 
is given an age appropriate 
learning activity to complete for 
the period of the detention.  

 PLs and the SHC stay in the hall 
for the correction to ensure that 
students are in silence.  

 At the end of the correction the 
PL dismisses the students and 
walks the students in silence to 
the school gate.  

    

 At 3.10pm 2 SLTs will be in the 
blue playground to support PLs 
with detention (this will be on 
SLT rota). 

 2 SLT will be at the school gates 
at 3.10pm to wish the students a 
good evening. It will be the same 
parings as the morning duty slots.  

 At 3.10pm 3 SLT will be present 
on each of the floors to support 
the classroom teachers with 
students leaving the building in 
silence and following the one way 
system.  

 The SLT on the correction rota 
will go to the school hall at 
3.15pm to support the start of the 
detention. 

 SLT will offer feedback on any 
observations throughout this 
routine.  



Routine 5 –End of the school day  
from them and tells the 
students something positive 
that they noticed about their 
learning this lesson.   

 Once the line is formed the 
teacher will use NVC to signal 
for the blue playground 
students to come to the front 
of the line, as they will be 
dropped off first.  

 The teacher stands on the side 
of the line so that they can use 
their radar scan on the pupils.  

 The pupils then start to exit 
using the one way system:  

 From Piccadilly into the blue 
playground 

 From Piccadilly into the yellow 
playground  

 From the middle stairs into the 
blue playground  

 When in the blue playground if 
a student has a detention 
marked in their planner or a 
late mark, they will go to the 
PL who is in the playground. 

 They line up with their PL who 
will uphold the lining up 
routine, until directed to go 
into the hall.  

 The remaining students will 
follow their teacher to the 
school gate.  

 The student will be dismissed 
on the following pathways:  

 Centre of the garden - TVA, DT 

 When the last student leaves the 
classroom the teacher will walk to 
the front of the class line and 
ensure that all students are silent 
and that uniform is fully correct. 

 Teachers walk their students 
along the corridor and out of the 
building in silence. The teacher 
asks the pupil at the front to lead 
as they walk in the middle of the 
line to increase their radar scan.  

 The pupils then start to exit using 
the one way system:  

 From Piccadilly into the blue 
playground 

 From Piccadilly into the yellow 
playground  

 From the middle stairs into the 
blue playground  
 

 Teachers can use their 
professional judgement to ‘Do it 
again’ and can do this once 
outside the building.  

 Teachers take the students to the 
school gates going through the 
blue playground to the side gate. 

 Teachers then walk their students 
to the front school gate.  

 Teachers wish their students 
‘Good evening’ and students exit 
the school site. 

 



Routine 5 –End of the school day  

 
 

and Art walk exit using these 
pathways.  

 Left of the circle – Humanities, 
English and MFL walk exit 
using these pathways. 

 Right of the circle Music, 
Drama, Maths and Science 
walk exit using these 
pathways. 

 Students will wish teachers 
‘good evening’ and then will 
walk off site.  
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