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LAMBROOK’S AIMS 
 
 

Since 1860, Lambrook has been laying the foundations for its pupils’ futures. 
Children have one opportunity for an education which will form the basis of their 
lives and, at the same time, one childhood; Lambrook aims to keep a happy balance 
between the two. During their time with us, we give our pupils the ‘Feathers to Fly’ 
so that when they leave us, they will spread their wings and will take flight; leaving 
Lambrook as confident, happy, engaging, mature, considerate and thoughtful young 
adults who are outward looking global citizens.   
 
Inspiring 

Inspiring pupils from Nursery through to Year 8, ensuring an outstanding level of 
education from our exceptional staff.  
 
Nurturing  

Nurturing all pupils through an outstanding level of pastoral care, enabling them to 
flourish in a happy environment  
 
Providing  

Providing pupils with an abundance of opportunities to discover, develop and 
showcase new talents.  
 
Preparing  

Preparing our children for the next stage of their educational journey by giving them 
the skills for scholarship and Common Entrance entry at leading Senior Schools.  
 
Equipping 

Equipping our children for the ever-increasing challenges of the world in which they 
live; giving pupils the skills and the confidence to understand technology, the 
environment and other cultures better, thus enabling them to make a difference in 
the world, both now and in the future.  
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Behavioural Policy Aims 
 

a. To create a positive learning environment for all pupils. 
b. For pupils to take responsibility for their actions and behaviour.  
c. Developing good relations based upon respect. 
d. To produce a consistent approach to both rewards and sanctions. 

 

 
Rationale 
 
1. In order to create a caring, positive and productive school environment we must 

constantly encourage and acknowledge children’s efforts and good behaviour. It 
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is essential that we are clear about the standards we expect and adopt a 
consistent approach to rewards and sanctions.  It is important that pupils 
develop self-control and are given opportunities to gain attainable, meaningful 
rewards for their positive contributions to school life. They must also be aware of 
possible sanctions should the standards of work or behaviour not match our 
expectations. All children are aware that the Lambrook Pupil Charter is the 
starting point for our behaviour policy. It is through our positive expectations of 
the children that the policy has its basis. 

Equality Act 2010 

2. There are various duties under this Act related to pupils with SEN and the School 
must ensure reasonable adjustment is made for these pupils. Further guidance 
should be sought from the Learning Development Centre and may be found in 
reference to the SEN Policy 

Support System for Pupils 

3. There are various systems in place to support pupils, most notably through the 
pastoral chain. 

Liaison with Parents and other Agencies. 

4. Liaison with parents is key to addressing behavioural concerns and staff should 
foster this home – school partnership. 

 
Pupils’ Transitions 
 

5. Management of transitions across the school are important in addressing any 
behavioural concerns. Most notably from Year 2 to 3, Year 4 to 5 and Year 6 to 7. 
Any issues relating to behavioural expectations are addressed through Transition 
Days, the Parent Handbook, and staff handovers. 

  



5 
 

Discipline 

 

Introduction 
6. It is important for pupils to conduct their lives within a disciplined community. The 

pupils come from a variety of backgrounds, from different races, cultures and 
religions all of which are welcomed and respected. Being a member of the school 
implies a willingness to accept the school discipline on all reasonable matters, 
particularly those relating to good manners and common sense.  

 
Sanctions and punishments 
7. Whilst trying to create a positive atmosphere to the business of school life it is 

recognised that staff need guidelines as to what school policy is when it comes to 
operating sanctions on pupils. All sanctions should be proportional to the 
circumstances of the case. In assessing the proportionate nature of the case, the 
teacher should give regard to the offence committed, the age of the pupil, any 
religious requirements affecting the pupil, any special educational need or 
disability that they may have, and any outstanding pastoral or home-life issues. 

 
Behaviour Issues and Safeguarding 
8. In assessing cases of poor behaviour, consideration should be given as to whether 

the behaviour under review gives cause to suspect that a child is suffering, or is 
likely to suffer, from any issues of a safeguarding nature. In addition, consideration 
should be given as to whether poor behaviour could be the result of an unresolved 
special educational need or disability. Where this might be the case, the 
appropriate policy should be followed. 
 
CORPORAL PUNISHMENT IS ILLEGAL AND IS NOT PERMITTED AT LAMBROOK 

SCHOOL. 
 

Use of Force 
9. The Section 93 of the Education and Inspection Act 2006 confirms that: where 

necessary, reasonable force can be used to control or restrain pupils. National 
Minimum Boarding Standards make it clear that restraint should be “by 
reasonable, non-injurious means”. (Please refer to the Policy on Use of Reasonable 
Force for greater detail.) 
 

Addressing Poor Behaviour 
There is a pyramid structure that affects both pastoral responsibility and dealing with 
bad behaviour: 

a. Headmaster/Head of Pre Prep 
b. Deputy Heads of School/Deputy Head of Pre Prep 
c. Assistant Head (Pastoral) (Prep Only) 
d. Heads of School and Boarding staff (Prep Only) 
e. Tutors/ Form teachers, Heads of House and Head of Girls 
f. Duty and Assistant staff 
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Infringements of Rules (Prep) 
  

Lower School pupils 

 Lower School pupils may have negatives given for poor behaviour. 

 Lower School pupils may have minutes deducted from the weekly golden 
time session. This will be at the discretion of the form tutor and will also 
depend upon availability of Golden Time. 

 Very serious incidents can result in a detention being awarded but this is 
always done after discussion with the form tutor, and or Head of Lower 
School. 

 Continued poor behaviour will result in a conversation with parents. 
 
There is a disciplinary section on iSAMS which should be updated with information 
so as to enable tutors to have a record of issues.  
 

Level Description of offence Number of 
negatives 

Level 
1 

Poor behaviour requiring a reprimand for one off, but minor, 
incidents. E.g. running indoors, shirt hanging out, thoughtless 
behaviour, occasional lateness for lessons, games activities, losing 
planner or forgetting books etc. 

Warning, 
followed by 
1 or 2 

Level 
2 

Repeated examples of the above in a short period of time. Eg late 
for a subject lesson three times in succession  OR  One off 
incidents of anti-social behaviour 
For both of the above the infringement should always be recorded 
and logged on iSAMS. The teacher will manage the sanction. 
 

Reminder 
about 
previous 
offence, 
then 
3 or 4 

Level 
3 

Repeated incidents of anti-social behaviour or one off serious 
incident: 
i)  Verbal Abuse with offensive language 
ii)  Racist Abuse 
iii)  Violent incidents and incidents requiring further investigation 
iv)  Knowingly breaking school rules with safety implications 
v)  Acting in a way that harms the reputation of the school 

 

Depending on seriousness of incident, the matter will either be 
referred to the Head of Lower School or Head of Y3 or Y4. Parents 
to be contacted. Period of loss of privilege, loss of free time, 
pastoral detention, internal exclusion. 

 

5 + 
Detention 
record to 
be handed 
by child to 
Head of LS 

Level 
4 

Serious incident:  
i) Failure to correct previous behaviour in a positive manner.  
ii) Stealing  
iii) Bullying  
iv) Cyber incident (e.g. inappropriate imagery) 
 
Report to Assistant Head (Pastoral) - Sanctions will be imposed on an 
individual basis. 

5+ 
Parents will 
be 
contacted 
as a matter 
of course. 
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Level 
5 

Very Serious Incident: 
i) Smoking 
ii) Possession of illegal drugs 
iii) Arson 
iv) Possession of illegal weapons  
v) Breaking the law of the land. 
 

Report to one of the Deputy Heads of School 

 

 
 
Pastoral Detention  
This detention is for offences coming under levels 3 and 4. 
i. A pupil who has been placed in detention must report to the designated 

detention room at first break. He/she will need to explain the reason for the 
detention and will be set specific tasks to complete. 

ii. Detention overrides all other commitments – Music lessons will have to be 
rearranged accordingly. 

iii. Detention will be supervised by staff on a rota (11.20 – 11.45am) 
iv. If a pupil believes that they are being unfairly dealt with, they should be 
encouraged to approach the Head of Lower School to make their feelings known. 
 
 
Monitoring Card  
 
From time to time, pupils will be put on a Monitoring Card with the intention of 
improving an aspect of their performance and or behaviour.  The pupil will bring the 
card with them to each lesson and each teacher will be required to comment on the 
aspect of performance under scrutiny.  This usually lasts a week. 
 
Middle and Upper School pupils 
 

Level Description of offence Number of 
negatives 

Level 
1 

Poor behaviour requiring a reprimand for one off, but minor, 
incidents. E.g. running indoors, shirt hanging out, thoughtless 
behaviour, occasional lateness for lessons, games activities, losing 
planner or forgetting books etc. 

Warning, 
followed by 
1 or 2 

Level 
2 

Repeated examples of the above in a short period of time. Eg late 
for a subject lesson three times in succession  OR  One off 
incidents of anti-social behaviour 
 
For both of the above the infringement should always be recorded 
and logged on iSAMS. The teacher will manage the sanction or a 
pastoral detention will be issued 
 

Reminder 
about 
previous 
offence, 
then 
3 or4 

Level 
3 

Repeated incidents of anti-social behaviour or one off serious 
incident: 
i)  Verbal Abuse with offensive language 
ii)  Racist Abuse 
iii)  Violent incidents and incidents requiring further  

5 + 
Report to 
Head of 
School 
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             investigation 
iv)  Knowingly breaking school rules with safety implications 
v)  Acting in a way that harms the reputation of the school 

 

Depending on seriousness of incident, the matter will either be 
referred to the Head School or Assistant Head (Pastoral). Parents 
to be contacted. Possible sanctions: Period of loss of privilege, loss 
of free time, pastoral detention, internal exclusion. 

Level 
4 

Serious incident:  
i) Failure to correct previous behaviour in a positive manner.  
ii) Stealing  
iii) Bullying  
iv) Cyber incident (e.g. inappropriate imagery) 
 

Report to Head of Pastoral Care or one of the Deputy Heads of 
School - Sanctions will be imposed on an individual basis. 

5+ 
Parents will 
be 
contacted 
as a matter 
of course. 

Level 
5 

Very Serious Incident: 
i) Smoking 
ii) Possession of illegal drugs 
iii) Arson 
iv) Possession of illegal weapons  
v) Breaking the law of the land. 
 

Report to one of the Deputy Heads of School or Headmaster. These 
incidents will result in parents being contacted, and then after 
investigation either: internal exclusion, suspension or permanent 
exclusion (Please refer to the Exclusion Policy) 
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Detentions. 
10. There are two types of detention: 

 
Work Detention. 

 
This detention is a last resort as a punishment for poor work, incomplete 
work, untidy work,a poor attitude to their learning in lessons or for prep that 
has not been completed on time. Pupils should be given the opportunity to 
correct the situation within a reasonable amount of time. If the task is still 
unsatisfactorily carried out, then detention is appropriate. 
 

Pastoral Detention. 
 
This detention is for low-level disruptive behaviour, thoughtless or ongoing 
negative behaviour or other such behaviour that requires a period of 
reflection. 
 

i. A pupil who has been placed in detention must report to the 
designated detention room at first break. He/she will need to explain 
the reason for the detention and will be set specific tasks to complete. 

ii. Detention overrides all other commitments – Music lessons will have 
to be rearranged accordingly. 

iii. Detention will be supervised by staff on a rota (11.20 – 11.45am) 
iv. If a pupil believes that they are being unfairly dealt with, they should 

be encouraged to approach their Head of School to make their 
feelings known. 

 
Detentions are monitored by the Heads of School and the Assistant Head (Pastoral). 
The following table should serve as a guide as to how those children with increasing 
numbers of detentions are managed: 
 

Number of detentions  Sanction imposed 
2 Meeting with form tutor to discuss concerns. Monitoring card may be 

issued. 

4 Meeting with Head of School with monitoring card issued. Parents 
informed. 

6 Meeting with Assistant Head (Academic or Pastoral) depending on the 
nature of the issue or concern. Further detention may be given or other 
sanction imposed. Parents informed. 

8 Meeting with a Deputy Head of School. Meeting arranged with parents. 

8+ Further meeting with a Deputy Head of School and /or meeting with 
the Headmaster. 
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Rewards 

11. The school believes in positive reinforcement of good work and good behaviour. 
Across the school staff reward good work and good behaviour, which operates as 
follows: 
 
Nursery 

12. In the Pre Prep and Nursery, there is a big emphasis on “catching children being 
good” rather than catching them misbehaving.  Positive behaviour is rewarded in 
a number of ways: 
a. Target Of The Week – A target is selected for all the children in the Nursery to 

strive towards.  This may be “tidying up”, “listening to the story” or washing 
hands”.  A rosette shall be awarded if the Nursery staff feel that the children 
have achieved the target and it can be displayed on the door. 

b. Tree-Mendous Tree – This is a system to reward positive behaviour.  If the 
Nursery staff feel that a child’s outstanding behaviour or achievement needs 
or to be rewarded, the child should choose a sticker, put it on a special label 
with their name, date and the reason for the reward.  They will hang this on 
the “Tree-mendous Tree”.  At the end of the session the child is 
congratulated at Big Group Time.  At the end of the Week, the child is 
congratulated  by the Head of Pre Prep. 

c. Picture Of The Week 
d. Stickers On Lovely Pieces Of Work 

 
Reception - Year 2 
a. The emphasis is on catching children being good rather than waiting for a 

misdemeanour to occur. 
b. Each Tuesday we have a rewards assembly where there are two merit badges 

awarded in each class – one for the best helper and one for the best worker. 
This is not necessarily for the top achiever, but for a child who has excelled 
above expectations. 

c. The children who have been awarded these badges then have the privilege of 
joining Head of Pre Prep at the Golden Table for lunch on Friday. 

d. Head of Pre Prep gives out her own Head Teacher’s Award and these pupils 
also sit at the Golden Table for lunch. 

e. There is a Target of the Week in the Pre Prep. This is decided by the staff and 
could be for example, “welcoming new friends,” “the best table manners,” or 
“the best listeners.” Each week the winning class displays a rosette on their 
classroom door. 

f. Each month one child’s piece of artwork is chosen from each class and is 
displayed in the front foyer in a picture frame. 

 
Years 3 to 8 
 
A system of ‘Positives’ and ‘Negatives’ exists to help children to be rewarded or 
disciplined for both their work and their general attitude around the school. 
 
13. Positives will be awarded for the following: 

a. Excellence in academic work 
b. Positive behaviour around the school e.g. helping others, looking out for 
friends, encouraging others etc. 
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c. Going the ‘extra mile’  
d. Being a positive role model for the school 
e. Showing excellent community spirit 

14. Negatives will be recorded for the following: 
a. Low level poor behaviour 
b. Lack of effort on the sports field 
c. Unwillingness to help others 
d. Disruptive behaviour 
e. Missed preps or lack of effort in class 
f. Unkindness to others 

15. Tutors are responsible for recording the number of positives and negatives on 
weekly basis and inputting the data onto the central system 

16. Each term children in each year group with the highest number of points will be 
recognised in assembly 

17. All points contribute to a termly House competition. 
 
House System 
18.  Additional awards are available to Houses through the competitive House 

system to address organisation and presentation by pupils of key areas around 
the school.  This system aims to broaden the appeal of House Points and include 
broader areas of the curriculum including Citizenship, behaviour, teamwork, 
effort and attainment. 

19. House Points. The totals from the positives and negatives will count directly to 
the termly House competition 

 
Collecting Positives & Negatives 
20. Teachers will add both positives and negatives to the pages in a pupil’s planner. 

These will be signed off by the tutor on a weekly basis and the totals added to the 
central system. Once a pupil has accumulated the following they will be awarded 
with Headmasters Certificates. 
a. 50 Positives for a Bronze Certificate 
b. 125 Positives for a Silver Certificate  
c. 200 Positives for a Gold Certificate 
d. 275 Positives for a Headmasters Award 
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Negatives. 
 
Negatives form part of the sanctions policy for the school. They can be issued for 
both low level disruption and for more serious offences. They should be recorded in 
the pupil planner and then logged onto the system by form teachers/tutors. 
 
Heads of School and Assistant Head (Pastoral) will regularly check the levels of 
negatives for individual children. Pupils who accumulate the following numbers of 
negatives will be sanctioned as follows: 
 

Number of negatives Sanction imposed 
5 Meeting with form tutor to discuss presenting issues. 

10 Meeting with Head of School with monitoring card issued. 

20 Meeting with Assistant Head (Pastoral) followed by specific detention 
run by the Assistant Head (Pastoral). Parents informed. Further 
monitoring card issued. 

30 Meeting with a Deputy Head of School followed by specific detention 
run by a Deputy Head of School. Parents invited in for a meeting. 
Possible sanctions: Loss of privilege or 1 day internal isolation.  

40 Meeting with the Headmaster. Sanctions imposed as fits the specific 
individual. 

 

Other Sanctions. 
 

21. Some form of community service can be a useful and swift response, but staff must 
be prepared to see it is properly done. 
 

22. Removal of privilege may also be appropriate. 
 

23. Lower School Department. The primary sanction in the Lower School Department 
is the use of Golden Time. Those children who have misbehaved have to wait 
whilst the other pupils play games of their choice. Once their time has elapsed, 
they may join in.  
 

24. Boarders. If a boarder misbehaves after the regular school day has ended, that 
child can be given a boarding punishment.. This would be any time after 5.20pm 
on a Monday, Tuesday, Thursday, Friday, and after 4pm on Wednesday. It is 
important that the member of staff discusses any punishment with the Head of 
Boarding, and the House Parents before it is administered. This punishment will 
take place out of the timetabled day.  Punishments issued during the school day 
will not continue into boarding unless agreed by the Assistant Head (Pastoral) and 
the Head of Boarding. 
 

25. Pre Prep & Nursery. In the event of misbehaviour, Pre Prep uses a sanction policy 
of 1, 2, 3, time out. This works with the child in question being given three warnings 
which are written on the board. Should the child reach number three, they are 
then sent to a parallel classroom where they must sit for a very short period (about 
three minutes) before returning to their own classroom to apologise to the 
teacher. The child’s name is then rubbed off the board. All names are rubbed off 
at the end of the day. 
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a. In the event of serious misbehaviour or repeated incidents, children are 
taken to Head of Pre Prep and the parents are informed. 

b. In the event of a child misbehaving, the child should be given a warning.  If 
the behaviour is repeated in the same time period, the child is sent away 
from the activity.  If the behaviour continues, the adult will give the child 
one to one support in seeing what was wrong and to work towards a better 
behaviour pattern.  Where appropriate, this might be achieved by a period 
of “time out” with an adult.   

c. Children will never be sent to another room by themselves and techniques 
such as the “naughty chair” will never be used.  Staff will not shout or raise 
their voice in a threatening manner. 

d. Recurring problems will be tackled by the Nursery as a whole, in 
partnership with the child’s parents, using objective observation records to 
establish an understanding of the cause. Techniques involving token 
systems may be used as an aid for immediate reinforcement of behaviour. 

e. In severe cases of misbehaviour, children can immediately be sent to the 
Head of Pre Prep.  This may result in a phone call to the parents or a letter 
being sent home. 

f. If the behaviour is considered to be an ‘incident’, parents would have to be 
informed and an “Incident Form” must be filled out by the EYFS  
practitioner who witnessed the incident and signed off by the Head of Pre 
Prep. 

g. In the case of misbehaviour, it will always be made clear to the child or 
children in question, that it is the behaviour and not the child that is 
unwelcome. 

h. Staff should be aware that some kinds of behaviour may arise from a child’s 
additional needs. 

 

Prohibited Sanctions. 
26. Any form of corporal punishment or repetitive lines is not permitted by members 

of staff. 
 
Additional Pre Prep Guidelines on Sanctions 
 
27. EYFS staff will not shout or raise their voices in a threatening way. 
 
28. Children will never be sent into another room to be by themselves. 
 
29. Techniques intended to single out and humiliate individual children, such as the 

“naughty chair” will never be used. 
 
30. Children who misbehave will be given one-to-one adult support, in seeing what 

was wrong and work towards a better behaviour pattern.  Where appropriate, 
this might be achieved by a period of “time out” with an adult. 
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Rules and guidelines for pupils 

 
General 
1. Follow the Lambrook Pupil Charter  
2. Never do anything that upsets or makes extra work for other people. 
3. Use Common Sense! 
4. Manners; remember you are an ambassador for Lambrook. You should: 

a. Be polite and helpful to visitors, staff and other pupils. 
b. Be on time for lessons and other activities. 
c. Look smart - clean shoes and tidy clothes. 

 
(Refer to Appendix 1 for full guidelines on General Conduct.) 
 
Boundaries 
5. You may only go outside the school grounds with: 

a. a member of staff (with the duty teacher’s knowledge); 
b. another adult (with the Headmaster or a member of the Senior Leadership 

Team’s permission). 
6. You may not visit these areas without permission: 

a. Staff houses/gardens/drives/garage areas etc., Elisabeth’s Orchard, 
Lambrook Leadership Challenge area; 

b. Boarding houses during the day, special rooms - workshop, laboratories 
etc. 
 

Buildings and the estate 
7. Walk inside the buildings. 
8. Ball games should only take place outside. 
9. No hard balls to be used in the yard area 
10. Do not climb in or out of windows or fire doors. 
11. Turn off lights and shut doors when you leave a room empty. 
12. No picking up or throwing of stones. 
 
Possessions 
13. Look after your own and other people’s possessions. Take care of what is provided 

for you. 
14. Put away your possessions - this will keep them safe and you will know where to 

find them. 
15. Do not touch or play with other people’s possessions at all. If you find something 

left around return it directly to the owner or place it on a teacher’s desk. 
16. Do not go into another child’s locker. 
17. You may only use something belonging to someone else with their permission on 

that occasion. 
18. Mark all your possessions with your name. 
 
Clothing 
19. Always wear clothes suitable for the activity you are planning to do: 

a. All weather pitch (breaks or evenings) - change into trainers. 
b. Outside - suitable clothes but always change shoes. Suitable clothes might 
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be tracksuit for mucking about or ‘camp’/games clothes for kicking about 
etc. Always wear shoes.  

c. Home clothes may be worn by boarders on Wednesdays after Games and 
Mon, Tue, Thu and Friday after Prep. 

 
Lessons and preps 
20. You should get your books ready before class or prep. Books should be packed in 

bags remembering that no more than 4 lessons worth of books should be carried 
around at any time 

21. You should only return to your classroom (if your lessons are elsewhere) in breaks 
and after lessons to repack your bag. 

22. Go to the lavatory between lessons, not during them. 
23. You should be sitting ready for class at the start of the lesson with books out and 

ready to start. The member of staff arriving is not the signal to sit down ready - 
you should be ready by the time the lesson should begin. 

 
Electronic Entertainment, Communication Devices and Smart Watches 

1. These are only permitted  after consultation with the Assistant Head (Pastoral) 
or a Deputy Head 

2. Mobile phones are not permitted for pupils in school. In exceptional 
circumstances they should be handed in to school office to look after during 
the school day and be collected to go home. Pupils found with a mobile phone 
in school should expect to face a possible internal isolation. 

 
Food & Sweets 

3. You are not permitted to bring in, eat or keep sweets or food in school apart 
from what the school supplies unless agreed with the Heads of School, Head 
of Boarding or Assistant Head (Pastoral). 

4. No chewing gum is permitted. 
5. Do not take food out of the Dining Hall unless instructed to do so by the kitchen 

team or the staff member on duty. 
6. If you are caught with illegal food it will not be returned to you. 

 
Classrooms 

7. You should only be in another form group’s form room for lessons. 
8. No pupils, other than Years 3 and 4 should be in the Lower School Block except 

for lessons. 
9. Unless a designated fire door, all doors must be left open in free time unless a 

member of staff is present, especially in the morning before lessons, during 
morning break and the lunch break. 

10. Pupils must only use prescribed classrooms at break times and are not to 
enter classrooms outside of these guidelines. 
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Annex 1 – General Conduct 

GENERAL CONDUCT 
 
a. Greet people at least once when you first see them: all visitors to Lambrook and 

members of staff. 
b. Open doors for adults and let them go through first. If you approach a doorway at 

the same time as adults or visitors, you should allow them through the doorway 
before you go through. Do not push ahead. 

c. If you note visitors to Lambrook looking lost, offer help to them: for example "May 
I help you"? 

d. If adults come into any room in which you are sitting down, or come up to you 
when you are sitting down, you should stand up. 

e. The greatest courtesy of all is merely to add "Please" to all requests and say "Thank 
you" for all services. "I am sorry", said sincerely, helps when things have gone 
wrong. 

f. When in a group, be aware of other people going in the opposite direction and be 
aware of your noise levels in corridors or at collection time. 

g. If you do not know their names, it never gives offence to adults to call men Sir and 
women Ma'am (pronunciation rhymes with ‘jam’). 

h. Take your hands out of your pockets when talking to members of staff, 
other adults or prefects, when singing hymns or the National Anthem, in Chapel, 
when prayers are being said and on similar formal occasions. 

i. Listen attentively to people when they are talking to you; look interested; do not 
interrupt until it is your turn to speak. Speak up clearly, and look up, when you are 
talking. It is considered discourteous not to look directly into the eyes of 
the person who is talking to you. 

j. Respond promptly, in writing, whenever you receive a written invitation. A written 
note of thanks to your host or hostess is always appropriate when you have been 
entertained for a meal or a party. A written note to the organiser of a school 
holiday or expedition is also an appropriate way to express your thanks. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


