[image: image1.jpg]


ST. JOAN ANTIDE SCHOOL

[image: image2.png]



56, Triq Filippu Castagna, Gudja. GDJ 1172.

DISCIPLINE POLICY
Effective teaching and learning can only take place in a well- ordered environment. Promoting positive behaviour requires the commitment of all staff, parents and pupils.

Parents and guardians have an essential role to play in helping the school in maintaining high standards of behaviour. They have a duty to take responsibility for the behaviour of their child. Consistency between school and parent expectations of behaviour is essential.
WHAT MAKES A DISCIPLINE POLICY EFFECTIVE?

Each school, each student, and each situation is unique. There is no single solution to discipline problems. A few broad recommendations emerge from the literature, however.

· Information. Policies must be aimed at factual problems, not rumors. Schools should gather accurate data on student behavior in their schools before setting policy.
· Involvement. All groups affected by a policy should be involved in creating it in this case, the students who must conform to the policy, the school personnel who must enforce it, and, ideally, students' families and other community members.
· Problem definition. Policy makers cannot assume that everyone agrees on what constitutes undesirable student behavior. Defining the problem is the first step toward solving it.
· Flexibility. Rather than relying on a rigid system of penalties, policy should allow for different situations and prescribe different methods for different problems.
· Communication. All students, parents, and school personnel should be aware of the school's discipline policy or student conduct code. A readable and well-designed student handbook is a widely used tool for informing students.
· Consistent enforcement. If students are to cooperate with a discipline code, they must believe they will be treated fairly.

This good behaviour and discipline policy, which is in accord with the National Policy, is based on RESPECT and RESPONSIBILITY. This code should be followed because students should

· RESPECT THEMSELVES

· RESPECT OTHERS

· RESPECT THE SCHOOL

· RESPECT THE LOCAL COMMUNITY

· RESPECT THE ENVIRONMENT

· HAVE RESPONSIBILITIES TOWARDS ALL THE ABOVE
A Positive Approach:

Good behaviour should be encouraged. Students whose behaviour is exemplary will be nominated as Student of the Month. A certificate will be awarded every week to one or more students in each class. Special certificates may also be awarded.
BEHAVIOUR AND DISCIPLINE STATEMENT

All pupils are expected to behave in a responsible manner both to themselves and to others, showing consideration, courtesy and respect for other people at all times. The emphasis lies in positive reinforcement and rewards and praise rather than on sanctions and punishments. Setting and expecting high standards of behavior, courtesy and mutual respect is our aim.

This policy sets out to address this issue and seeks to reinforce procedures acceptable to all, with a commitment from all staff to endorse the guidelines.

It is important that the guidelines work towards achieving high standards of behaviour. Behaviour should be exemplary, relationships are conducive where all adults associated with the school treat pupils with respect.

Senior staff will provide firm and patient insistence on high standards and will take practical steps to transmit high expectations to staff and pupils.

It is important to note that the quality of teaching and learning activity has a direct effect on good behaviour. We aim for lively and stimulating teaching, quality learning experiences where attention is paid to differentiation and involvement in interesting activity.

Parents will be regularly informed and will be encouraged in a climate of trust to feel confident to visit school to discuss difficulties of their own volition. Open discussion will be encouraged and solutions will be sought together, to identify and diffuse potential behavioural and emotional problems.

The ethos of the school is central in establishing and maintaining high standards of behaviour.

1)
Rationale

There is a need for the school to have a whole school approach to behaviour that all staff, children and parents are aware of. The school is adopting a whole school approach to pastoral and disciplinary issues. There will be an ongoing process of training to help all staff deal effectively with behaviour and discipline. All members of staff accept their responsibility for establishing and teaching acceptable codes of behaviour and for the use of rewards and sanctions.

2)
Purpose

The school has codes of behaviour which are made aware to both the pupils and their parents. This will ensure that everyone in the school is working to the same standards and fully understands them.

The majority of children who experience behavioural or emotional difficulty in school will have these dealt with in school if this is possible. For those children who require additional help the support services will be brought into advise. These will be the 

Educational Psychology Service
Education welfare
Special Needs Support Services
Child Safety Services
and the Social Services.

Throughout school life we are seeking to develop positive attitudes, bolstering the self esteem of pupils and establishing school and education as being of value. This is hoped to be achieved through friendly internal competition where children can achieve and gain recognition. Trophies and certificates are awarded for effort as well as achievement. Work is also displayed for wider audiences. A system of teams and stickers encourage children to both compete and to co-operate in earning recognition for themselves and their peers.

We are very keen to involve families in all aspects of the child’s education - academic, social and moral. The social skills and standards of behaviour which we teach our children need to be perpetuated in their home lives as well as in school.

3)
Guidelines

The attached list is devised to be useful to the staff in dealing with all forms of behaviour and discipline they may encounter in school. These guidelines are there to serve as practical help to all staff.

The attached procedures are there for all staff to follow in a consistent manner.

4)
Monitoring

The guidelines will be read regularly by all staff and will be reported on at staff meetings termly. The policy and guidelines will be formally reviewed annually.

Rules we expect the children to follow

“Always do your best” “Always be nice to others”

1)
You must always walk unless otherwise instructed (eg during PE).

2)
You must behave sensibly at all times.

3)
Use the cloakrooms properly.

4)
Everyone must go out to play and you are only allowed to stay inside school if directed by a teacher.

5)
Play properly in the playground and if allowed on the grass do not damage plants or trees.

6)
Put all litter in the bins provided.

7)
Try to arrive at school not before 7.40am and not after 7.50am.

8)
Do not bring valuable items to school.

9)
We do not want to see the following items in school.

a)
Chewing/bubble gum.

b)
Balloons.

c)
Knives.

d)
Balls of any kind.

e)
Glass bottles.
f)
Electronics.
10)
Do not wear jewellery.

11)
All clothes should be clearly marked with your name.

12)
Good Behaviour is important at all times.

13)
When eating you should sit still and eat nicely.

14)
You should always listen and respond to all staff in the school.

Guidelines for teachers

Teachers make use of an extensive range of management skills in establishing an ordered, calm and purposeful school and classroom climate where misbehaviour is unacceptable to other pupils, rather than enforcing standards of behaviour by the use of authority alone. Many teachers employ these management skills almost instinctively, and in their individual and distinctive ways. The following guidelines are supported by all members of staff.

Climate and atmosphere

Good order
-
worked for as opposed to just happening

· set high standards

· apply rules firmly and fairly

Respect
- 
expect to give and receive respect

· respect every person

· treat everyone as an individual

Relationships
-
 between everyone at every level

· everyone takes the initiative to:

greet and be greeted;

smile and relate;

communicate.

Success
-
breeds success
-
failure breeds failure

indicated by the way problems are dealt with, not by the absence of problems

Positive reaction
-
avoid confrontation

listen

establish the facts

judge only when certain

use punishment only in the last resort

Privilege

- a useful tool

· its removal is an effective strategy

Problems

· are a normal aspect of everyday life for many pupils who test the boundaries of acceptable behaviour

Respecting the environment

· cleanliness


· attractive rooms, corridors, grounds are everyone’s responsibility

In the classroom, teachers 

· create and sustain a positive supportive and secure environment. Well prepared, stimulating lessons, generate good behaviour and earn respect:

· arrive before the class and begin on time;
· be prepared for the lesson;
· keep everyone occupied and interested;
· extend and motivate all pupils;
· mark all work, promptly and constructively;
· encourage creative dialogue:
· keep an attractive, clean and tidy room:
· maintain interesting wall displays;
· use first names.

Maintaining
-
insist on acceptable standards of behaviour, work and respect

· apply school rules uniformly

· work to agreed procedures

· follow problems to their conclusion

The majority conform and are co-operative

Deal immediately with the few who present problems

· establish authority firmly and calmly

· separate the problem from the person

When a problem which cannot be readily resolved has to be referred to someone else, make sure that it is pursued to a satisfactory conclusion.

Do all you can to avoid
-
humiliating
-
it breeds resentment 

-
shouting
-
it diminishes you

· over reacting - the problems will grow

· blanket punishment - the innocent will resent it

· over-punishment - never punish what is not proved

· sarcasm - it damages you

Do all you can

- use humour
-
it builds bridges  

- keep calm
-
it reduces tensions

· listen - it earns respect

· be positive and build relationships

· know your pupils as individuals

· carry out any threats you have to make

· be consistent

· always apply school rules positively

Sanctions and punishments

Consider



· reprimand

· change of seat

· repeat of work

· withdrawal of privilege

· additional work

· referral

· communication with other staff

· consultation with parents

· recording behaviour

Emergencies - in an emergency escort the offender to the most accessible senior member of staff. If the class cannot be left, send reliable pupil with a message to a senior member of staff.

Sanctions

Behaviour problems which are not solved by the Rules, Praise, Ignoring approach will necessitate the use of sanctions. The methods recommended treat behaviour problems as mistakes rather than sins and take a positive approach in emphasising to pupils what they should have done rather than harping on about what the pupil did wrong. Only sanctions which are immediately available to the class teacher are likely to be effective. Sanctions which involve delayed detentions or referrals may allow time for the situation to get worse. The sanctions below form a continuum so that teachers do not over react to minor problems and do not under react to major problems.
The motivational challenge. This indicates to the pupils what behaviour you want from them, it enlists them in a commitment to try to behave in this way and it expresses confidence in them E.g. Katie, I know you find it difficult to stick to the rule about putting your hand up, but I want you to do your best to do that in this lesson. Do you think you can do that? Well I think you can do it so do your best. Having used a challenge, the teacher must make frequent use of praise to reward the pupil’s efforts.
Ignore/reward. Using this procedure the teacher ignores the inappropriate behaviour and instead praises pupils who are close to the “target” pupil and who are behaving correctly. This procedure may need to be repeated several times. Once the “target” pupil responds by behaving correctly the praise should be used to reinforce the appropriate behaviour.
Positive reprimands. This tells the pupils what mistake they are making and what they should do instead. It does not involve nagging or scolding. It should be stern but not threatening or provoking. The teacher should approach the pupil to a distance of about two metres. Attention should be gained and the problem behaviour should be described. The alternative and appropriate behaviour should be described, echoing the specific rule. Opportunities should be found to praise the pupil in the rest of the lesson.
Warnings and separation Warnings and separation should only be used when other approaches have failed. The teacher should approach the pupil to a distance of about two metres and briefly describe the mistake the pupil is making, echoing the appropriate rule. The pupil should be told that she or he will be moved to a separate seat if the rule is not followed. If the rule is not followed, the pupil should be moved for a short period. If the rule is followed the pupil should be praised as often as possible.

The approach is based upon the simple premise that pupils who continue to

misbehave do so because they receive some sort of reward or pay-off for their

misbehaviour. This may often be in the form of attention from an adult or

recognition from peers. By setting a small number of rules which are positive, reasonable and easy to understand, by praising as much as possible the pupils who follow these rules, by ignoring minor infractions and reprimanding only when necessary, good behaviour can be reinforce and the rewards for misbehaviour minimised.
Rules should be clear and positive so that pupils understand what is expected of them rather than emphasising what they are not supposed to do, e.g. put up your hand to answer a question rather than do not shout out the answers. Rules should be explained and their importance should be discussed with the pupils. Rules should be reviewed regularly and where appropriate should be discussed with the pupils. Rules should be reviewed regularly and where appropriate revised or replaced. Where possible pupils should be encouraged to suggest rules themselves, perhaps in response to a specific problem, e.g. how can we ensure that everyone gets a fair chance to answer questions?
Praise should be used as much as possible with those children who are following the rules. When praise is used the most appropriate rule should be echoed in the praise, e.g. “Well done, you put up your hand to answer the question.”
Minor infractions of rules should be ignored but when a reprimand is required the appropriate rule should be specified, e.g. Daniel, the rule is to put up your hand to answer a question. The number of reprimands should be far outweighed by the number of instances when praise is used.
When behaviour is satisfactory a simple reward may be used, e.g. a five minute quiz at the end of a lesson. After a few weeks these rewards should be used only intermittently and when behaviour is exceptionally good.
The following sections should only be referred to in case of persistent misbehavior when all the above doesn’t work.
Section A: General behavior

Pupils should be made aware of this list of desirable behaviour which is expected in our school:

· Speaking softly in any part of the school.
· Walking slowly and with consideration for others in corridors.
· Being punctual for lessons.
· Always using good manners and being courteous.
· Always using proper language and tone with everyone.
· Not chewing gum (it is unseemly and bad for the jaw).
· Being punctual for assembly.
· Being attentive during assembly and going up to the classroom quietly.
· ALWAYS asking for permission to leave class between lessons from the teacher of the NEXT lesson.
· Always preparing quickly for the next lesson so that teachers find students ready at their desk.
· Staying in class between lessons unless going for next lesson elsewhere.
· Always bringing the text-books or things needed for lessons.
· Behaving in class so as not to upset lessons.
· Showing respect to teachers, LSAs and other staff.
· Showing respect to other students.
· Always asking for permission if for any reason there is the need to eat in class.
· Going to the yard during break (unless it is raining and students are asked to stay in the corridor).
· Doing work to the best of one's ability.
· Always doing homework and giving it in on time.
· ALWAYS behaving in the proper way, even while coming and going to school.
· CHATTING ON THE INTERNET IS STRICTLY PROHIBITED AT ANY TIME.
When students refrain from any of the above desirable behaviour, considered as minor offences, they may be:

· reprimanded verbally

· be sent at the back of the class for a short time

· given extra work

· be given community service, that is, tasks to do within the school

· the students may be reported to the parents and after three such reports break in will be given.

The Head or Assistant Heads may keep a student in during break, or even after school, if she observes any behaviour that is out of place at any time and in any place.

Before any case of break in, whether after three reports or whether given straight away, the parents will be informed.

When assigned a break in, eating and drinking is allowed but NOT TALKING. Work given by the teacher concerned is to be done.

If break in is missed purposely two breaks in will automatically follow. After three breaks in an after school will be given. An after school may be given in any case if the behaviour merits such a consequence, not necessarily after three breaks in. When three after school sessions have been given or if the offence merits it, a Saturday/holiday session will be given. The student is to come to school in uniform for a given time on a Saturday/holiday.

Section B: Punctuality

Punctuality is of the utmost importance as missing part of the first lesson means that work done is lost and it will be difficult to understand the rest of the lesson. It also disrupts the teacher and other students.

The bell for assembly or start of lessons goes at 7:40 a.m. and assembly starts at 7:45 a.m., lessons start at 8:00 a.m. (depending whether it is assembly or lesson according to roster)

· If students arrive late for the first lesson they must go to the assistant head’s office before going to class to be given written permission to enter class.  This is shown to the teacher in charge. Teachers will not accept late comers in class without written permission from the office and students will be sent back to the office to get this written permission.

· A record of late comers will be kept at the office.  After three late arrivals, the student will not be allowed to attend the first lesson and the parents will be informed.

It is the parents' responsibility to ensure that children arrive at school punctually.
Section C: Absenteeism

Attendance to school is compulsory.  Parents who fail to send their children to school will be breaking the law. A very meticulous record of absentees is kept by the school, which is forwarded to the Education Division regularly during the scholastic year.

When students don't come to school parents or guardians must write a note giving a reason for this absence. Such notes signed by parents or guardians should be handed in on the first day of return to school. These notes cover up to two days either consecutively or spread out throughout a calendar month.

Absences of three consecutive days or more, must be covered by a medical certificate. The assistant head may call home to check the student is indeed sick. The reason for this is to eliminate any sort of abuse, for the safety and benefit of all students.

Absenteeism during exams and tests requires a medical certificate, even for one day.

Students cannot leave the school premises without permission from the administration. Whenever there is a dental or any other medical appointment, examination or a funeral of a close relative students are to bring a note beforehand signed by the parents and a photocopy of the appointment or timetable in the case of exams. These are to be given to the teacher. When attending clinics or such, the doctor or person responsible must write a note/certificate to be presented afterward at school as proof of the visit there.

Parents going abroad accompanied by their children for less than 15 days have to inform the school in writing and present the air ticket and a photocopy of it so that the school can ascertain that the photocopy is a true copy of the original. If students are taken abroad for more than 15 days, besides informing the school, parents/guardians should go to the Welfare Section, Floriana to inform this section as well. It is advisable to take the air tickets and passports with them just in case they need to be checked.

If no medical certificate is produced or if absenteeism is too frequent, the Education Division will be informed and legal procedures may be initiated by this institution.

Parents may pick up their pupils anytime from school even without informing us beforehand, unless there is a court order, in which case we have to follow what the court order says.

If pupils are to be picked up by someone else other than the parents, before 1pm, parents must advise us beforehand by a written note with a photocopy of the ID of the person. The person collecting the child must show the ID card and sign the register kept by the secretary.  We understand that sometimes emergencies occur whereby there is no time for the parents to inform us in writing.  In such cases the school official who opens the door must first phone the parent and then call the child.

Section D: Uniform and General Appearance

School Uniform:
The school uniform must be worn at all times. This includes travelling to and from school. Students in uniform must behave properly even outside the school premises as they will be representing the school and must keep up its good name.
The sports uniform should only be worn for the P.E., or after school lessons.

Students should be PROUD of their appearance.

The school outings bag is compulsory. No other bag may be used.

All uniform items must be clearly labeled with child’s name.

General appearance:

· Students should wash everyday and be clean at all times.

· The uniform, shoes, satchel and lunch-bag should be clean.

· Trousers should be worn properly and not pulled down at the waist; they should not drag and have tattered hems.

· The skirt should be knee length.

· Hair should be clean and not heavily gelled.

· Hair styles should be SUITABLE FOR SCHOOL.

· Long hair should be pulled up in a pony tail or plait. Braiding is not allowed.

· DYED HAIR OR ANY KIND OF LIGHTS ARE NOT ALLOWED.

· No makeup or nail polish/art is allowed.

· No jewellery is allowed except for a pair of small earrings and a small watch.

Any prohibited jewellery or hair accessories will be confiscated immediately and returned at the end of the year.
If students fail to come to school in the appropriate uniform and appearance they will be verbally reprimanded. If the admonitions are ignored parents will be informed and the students will be kept out of lessons or parents will be asked to take them home until the situation is remedied and the students’ appearance is adequate for school.

Section E: Healthy Eating

We all know that to stay healthy we need to eat healthy food.  It is recommended that students eat a good breakfast before coming to school as this will help them to concentrate better. A fruit may be eaten during the fruit break. A healthy snack and plain water should be brought to school to be eaten during break.  This should not include sweets or packets.

The school promotes healthy eating by organizing various relevant activities regularly.

Section F: Property and Environment

· Students are expected to keep classrooms, library, labs, corridors, toilets, foyer and grounds clean.

· Students are expected to take care of all school property, including furniture, the building itself, books, and any other apparatus, equipment or materials which belong to the school. If any school property is damaged, students will be charged for the damage done.

· Students are allowed to store books in classroom cupboards. This may be used ONLY for the storing of school materials and personal items necessary for school attendance. SPOT CHECKS WILL BE CARRIED OUT.
· Under no circumstances should mobile phones, posters, magazines, video games, cigarettes, medicines, large amounts of money, jewellery or any other material which is not directly connected to school be brought to school or kept in desks or bags. SPOT CHECKS WILL BE CARRIED OUT.
· If a student has any sort of medication she is to give the medicine to the teacher in the morning and ask her to give it to her when the medicine is needed. The medicine should be taken back home at the end of the school day unless the person responsible is allowed to store it safely.
· The administration has the right to search school bags for any prohibited materials.  If any of the above materials are found they will be confiscated and returned at the end of the scholastic year, and the parents will be informed.

Section G: Harassment and Bullying

The school has a zero tolerance policy towards bullying, that is, no bullying of any form is allowed.

This includes

· Teasing and name calling, including racist comments, religious beliefs etc…

· Writing negative things about others.

· Intimidation.

· Blackmail.

· Urging others to make life miserable to certain students.

· Urging others to behave in an undesirable way.

If any of the above is observed it is to be reported immediately to the head of school, who will take the necessary disciplinary procedures, including referring to agencies outside the school if necessary.

Section H: Cheating During Exams

During examinations students are expected to work their paper on their own. Cheating, or attempting to cheat, by copying from various sources, or other forms of cheating, will not be tolerated. In such cases the invigilator will take the student’s paper and write down any remarks she deems necessary including the time the incident happened, and signs the paper. Copying carries an automatic expulsion from the particular exam. The student is then sent to the Assistant Head in charge. Disciplinary measures include loss of all marks for that particular exam and an explanatory remark on the student’s report.

Section I: Serious Offences

Any of the following behaviour is considered as a serious offence:

· Repeated offences.

· Truancy (Running away from school/ going somewhere else instead).

· Smoking.

· Substance abuse (drugs, alcohol, medicines...).

· Pornography or indecent behavior.

· Physical violence.

· Stealing.

· Vandalism.

If students commit any of the above offences or other such inappropriate behaviour they will be immediately sent to the head of school. The head of school may take any of the following actions:
· Inform the parents.
· Keep students after school.
· Suspend students from the rest of the day's lessons.

· Change the student’s class temporarily.
· Suspend the student for a few days’ exclusion.
· Expel the student (only in the most extreme cases, when all efforts to help the student have failed).
Every case will be dealt with accordingly.
Section J: Desired Parent Behaviour

Parents are to:

· Provide all personal details - home and work addresses, contact phone and mobile numbers, especially for use in case of emergency; any changes in these are to be reported to the school immediately.

· Provide information about the child’s medical history in order to safeguard the health and safety of the child.

· to inform, sign and give ID card number at reception when picking up children before time of dismissal, as stated earlier.

· participate in social, educational and curricular planning activities that support, promote and nurture the school ethos, such as:

· Membership of the PTA or of its sub-committees.
· Voluntary work in connection with the organization of fund-raising and social activities.
· Provision of support to students with special needs according to guidelines established by the Senior Management Team.

· Show respect towards teachers, facilitators, administration and other staff.
· Request an appointment through the diary when they wish to speak to members of staff.
· Refrain from speaking to teachers before or after school hours, in school or outside school, without prior arrangement.
· Discuss specific complaints with Head /Assistant Heads strictly not in the presence of students; this will then be done if deemed necessary.
· Use a respectable tone when addressing teaching staff, administrative or other personnel.
· Refrain from smoking on all school premises, including the yards.
· Be decently dressed on school premises.

Section I: Use of the Telephone

Calls are not allowed except for very special reasons or emergencies. Mobiles are prohibited even for school outings.

Mobile phones cannot be brought to school under any circumstance, not even if going out after school.
.

Appendix

Basic Manners for children (Yr1)
1. Waiting their turn and not interrupting other people when they are speaking. No one can be heard if there are too many voices at once. Gently tell them to wait until someone is done speaking, and then ask their question. Be sure and give child your full attention when you are done speaking so as to reinforce the positive behavior of waiting his/her turn. While children are patiently waiting, hold their hand to let them know you are aware of their presence.

2. No name calling. Even if it's in "fun," name calling hurts.

3. Always greet someone when they come over to your class / house. Depending on your level of formality, you can teach children to shake hands with adults who come over, but it's not necessary to shake hands with other children. However, your child should always say, "hello" or "hi" when someone visits so that the guest feels welcome.
4. Say, "Please" and "Thank you" often. It shows respect and appreciation. In addition, if they are thanked, then say, "You're welcome".
5. Clean up after yourself. Whether in class, at home or at a friend's house, always pick up after yourself. It's their mess, so they need to clean it up. If children leave a mess, then remind them that they need to clean up before the next activity can begin, and stick to it.
6. Good sportsmanship. After playing a game (sports, cards, board game), no matter the outcome, be pleasant. If child wins, tell him/her to not gloat or show off, but to be kind. If they lose, don't sulk or get mad, but be a good sport and tell the other child (children) "good game" or speak well of them.
7. Take compliments courteously. If someone praises children, teach them to be gracious and say, "thank you" and avoid putting themselves down or pointing out flaws.
8. Opening doors for others. When going into buildings, allow elders to go first and open the door for them. When preceding others into a building, don't let the door slam in the face of those behind, but hold the door until the person behind can grab it. Also teach your children that if someone holds the door for them, then remember to say "thank you."
9. Exiting/Entering etiquette. Elevators: allow those in the elevator to exit first before entering the elevator. Same with buildings or rooms - if someone is exiting the building or room through the same door you are entering, let them exit first.
10. Respect differences. When people do things differently from your friends or family because of diversity in culture, race, or religion, then teach children respect. Point out how interesting it is or how different families do different things. Families have their own traditions or rituals, and it is important and has meaning for that family.
Table manners (Yr 2)
The fork is set on your left and the knife on your right and these are the hands that should be used for the corresponding piece of cutlery. Your bread plate is the one on your left hand side (just in case you are thinking of eating the one on your right side which belongs to someone else). It is best to leave it on the left side rather than move it to the middle, something many people often do.

1. Eat with a fork unless the food is meant to be eaten with fingers. Only babies eat with fingers.

2. Sit up and do not hunch over your plate; wrists or forearms can rest on the table, or hands on lap. You don't want to look like a Neanderthal.

3. Don't stuff your mouth full of food, it looks gross, and you could choke.

4. Chew with your mouth closed. No one wants to be grossed out seeing food being chewed up or hearing it being chomped on. This includes no talking with your mouth full.
5. Don't make any rude comments about any food being served. It will hurt someone's feelings.
6. Always say thank you when served something. Shows appreciation.
7. If the meal is not buffet style, then wait until everyone is served before eating. It shows consideration.
8. Eat slowly and don't gobble up the food. Someone took a long time to prepare the food, enjoy it slowly. Slowly means to wait about 5 seconds after swallowing before getting another forkful.
9. When eating rolls, tear off a piece of bread before buttering. Eating a whole piece of bread looks tacky.
10. Don't reach over someone's plate for something. Politely ask that the item to be passed to you. Shows consideration.
11. Do not pick anything out of your teeth, it's gross. If it bothers you that bad, excuse yourself and go to the restroom to pick.
12. Always use a napkin to dab your mouth, which should be on your lap when not in use. Remember, dab your mouth only. Do not wipe your face or blow your nose with a napkin, both are gross. Excuse yourself from the table and go to the restroom to do those things.
13. When eating at someone's home or a guest of someone at a restaurant, always thank the host and tell them how much you enjoyed it. At least say that you liked the dinner or mention a specific item that was particularly tasty, i.e. the dessert was great. Again, someone took time, energy, and expense to prepare the food, so show your appreciation.

General (Yr 3)
Generally, pointing a finger at objects is okay, but not at people. However, it's best to gesture with an open hand when directing attention to a person or an object.

When sitting down either crossing the ankles or keeping ankles together would be fine. Feet are slightly to one side and knees always together whether in skirts or pants.

Crossing legs would not be appropriate whether in a skirt or pants. In addition crossing legs at the knees is bad for circulation and could lead to varicose veins.

Coughing and Sneezing Etiquette & Hygiene

1. Turn away from people when about to cough or sneeze.

2. Always cover your mouth when coughing or sneezing with a disposable tissue. If a tissue is not readily available, then use your sleeve near the elbow or upper arm.

3. Throw the tissue away immediately.

4. Wash hands with soap and water or clean hands with alcohol based sanitizers such as wipes or gels.

5. What to Say: the person sneezing may say, "Excuse me" after a sneeze, while someone who is near the sneezer may say "Bless you!"

Basic manners for older pupils (Yr 4)
Table manners

Some Don'ts

· Don’t’ chew with your mouth open.
· Don’t talk with food in your mouth.
· Don’t put a knife into your mouth.
· Don’t slurp soup.
· Don’t soak up the end of the soup or gravy from the meal with your bread.
· Don’t leave the table without excusing yourself.
· Don’t sprawl all over the table.
· Don't push your plate away when you have finished.
· Don't stack finished plates.
Some Do's

· Put the knife and fork together on the plate when you are finished.
· Keep your elbows off the table.
· Sit straight in the chair.
Use the cutlery from the outside for the first course and work you way in.  Use your napkin and place it in your lap. It is in very poor taste to eat without a napkin. Be especially careful with messy food like barbecue or buffalo wings. Make sure that you eat your soup quietly. In addition, don't grab the bowl and gulp it down. Do not shout at the table. Talk in a conversational voice. Like The Meal.
Never tell someone that they don't cook well while you are eating it. Never say that it's burnt, dry or has no taste. Eat your meal without making any suggestion that the food isn't what it should be. Someone took a great deal of time in preparing the food and you should appreciate that fact.

Game Playing

There should be no playing with your food. It makes you look bored and as if you don't like the food that is on your plate. It makes the cook feel as though he/she has not lived up to your standards thus unnecessarily hurting feelings. Food fights are out as well. This makes a bigger mess for someone else to clean up, it's a waste of food and the cook may not appreciate their hard work being thrown about.
Table Manners continued (Yr 5)
Do not feed animals scraps of food from the table.

When at restaurants, tip the staff at least 15 or 20 percent of the bill.

Make sure to put your chair back when leaving, and excuse yourself from the table.

When setting a table, make sure you place silverware in their proper positions.

Do not answer the phone when you sit down for a meal. These types of interruptions take away from the entire experience because it cuts into conversation time. It also means that your food will get colder by the second. That was not the intent the cook had when placing the food on the table.

Turn your cell phone to vibrate and always remove your hat before you take a seat at the table. A gentleman should offer to hold a chair out for a lady. If she declines, then he should at least wait for her to take her seat first. When being seated in a restaurant booth, the gentleman generally sits on the outside, so be sure to allow the lady to slide into the booth first. At a home dinner party, defer to your host before plopping into the first seat available. Ask your host where he or she prefers you to sit if it is a casual setting and name cards are not in place.

Napkins are not table decorations; use them.

Whether you are fine or casual dining, a napkin has its place, in your lap. When restaurant dining, it is good manners to place the napkin across your lap after you have ordered your appetizers or entrees. If sharing a meal at home, place your napkin after you take your seat. To use your napkin, dab it discreetly at your mouth, don't swipe it.

It is rude to begin eating before everyone at the table has been served their food. An exception to this rule includes a hostess that waits to fill her dish until her guests have been served. In this instance, she will invite everyone to begin as she is filling her own dish. Another exception would be in a restaurant where one person's meal is delayed from the kitchen. Generally, the person waiting on their meal invites the others to start.

Manners include physical behavior.

Never tip or lean your chair back at the table. Sit up straight, keep your elbows off the table and do not lounge on the table. When eating, refrain from gesturing with your utensils. A bit of flying food is never appreciated by the other diners. If you feel as if you need to pass gas or burp, excuse yourself from the table and relieve yourself in the restroom.

Eat like a human not a horse.

It does not matter whether you are eating at home, McDonald's or the Waldorf Astoria, eat mannerly. Keep your bites small and swallow before taking another. Never chew with your mouth open or talk when there is food in your mouth. Unless you are in an actual eating contest, gulping your meal at a rapid pace is unnecessary and rude.
Obnoxious behavior is rude

Loud laughter and off – color jokes are not suitable for the dining table. Likewise, civilized table talk never includes topics regarding flatulence or other bodily functions or anything that falls into the “gross – out “category. Consider avoiding controversial topics like religion and politics during meals.

Learn when taking seconds are appropriate.
When dining family - style in a restaurant or in someone’s home never ask for seconds unless the host or hostess encourages it. Once the hostess has encouraged seconds and there is only one of an item left, politely ask the guests on either side of you if they want it before you grab it greedily.
Pocket the electronics and other distractions.
It is disrespectful to your dining companions to read the newspaper, listen to an MP3 player, or use any other electronic devices at the table. Ditch the distractions and focus on good food and conversation with your friends and family.
Politeness is always stylish and mannerly.

Dining at a restaurant (Yr 6)

Restaurant diners should be courteous and respectful to the servers and staff of the restaurant. It is proper and simply nice to respond with please and thank-you in a restaurant or in a private home. When dining in a private home, be sure to compliment the cook at the end of the meal. If the meal is disastrous, still express your gratitude for the time and effort he or she put into the meal. The same applies if you receive a gift which you don’t like.
Always dress appropriately

Never cross your knife and fork at the end of the meal

Always remember to speak to any children at the table with the same respect as you would an adult.
Always remember to be a cheerful dinner companion.

At cocktail parties.
Some Don’ts

· Don’t wave your arms around.
· Don’t yank a drink from a drinks tray.
· Don’t stand in doorways.
· Don’t block areas around you.
· Don’t throw satay sticks, etc back onto the food plate.
· Don’t make a glutton of yourself.
Some Do’s
· Always take a serviette first before taking food.
· Stand beside a cocktail table if possible.
· Leave some space around you.
· Put satay sticks and the like into drop bowls.
· Be aware of what is going on around you.
· Wear something nice.
Finally, always look like you are enjoying yourself. It’s amazing how much a smile attracts people to you and... have fun.
Blogging etiquette

First, respect the moderator (writer) of the blog.

Secondly, keep the comments and arguments related to the topic.

Thirdly, always understand that others will have a different point of view to your own.

Fourth, don’t take an opposite view as being an insult.

Fifth, If you can't say something constructive, refrain from commenting at all.
Blogging is not so new but it is new enough not to have built any rules around it. Common courtesy should always be kept in mind and when debating, debate the issues not the people who have commented on the site.
Late arrivals note.

________________________________(name of pupil) has been listed in the late arrivals register.

_______________________ 

(signature of Assistant Head)
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