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1. Policy statement 
Flax Bourton Primary School is committed to creating an environment where children, staff and 

families know that they belong as part of our wider community; a sense of being somewhere where 

they are known and know others, are valued for who they are and know that they can make a 

valuable contribution to the school and beyond. A definition of belonging is summarised in ‘School 

Belonging: The Importance of Pupil and Teacher Relationships’ (Allen et al 2021) which defines it as: 

 

“The extent to which pupils feel personally accepted, respected, included and supported by others in 

the school social environment." 

 

From this sense of belonging, we know that exemplary behaviour can grow and learning can thrive. 

All members of our community are expected to maintain the highest standards of personal conduct 

that enables others to belong at our school, to accept responsibility for their behaviour and 

encourage others to do the same. Our behaviour policy echoes our core values with a heavy 

emphasis on respect, a partnership approach to managing behaviour and delivering education and 

restorative interventions that support staff and children. Our motto of ‘growing together towards 

life in all its fullness’ highlights the significance of community, belonging and togetherness that 

supports effective relationships, brilliant behaviour and progress in children’s learning.  Collectively, 

through the choices of individuals at all levels, everyone has a part to play.  

 

2. Our intent 
• To foster effective partnerships between staff, children and families; promoting community 

cohesion and togetherness 

• To develop nurturing relationships between staff and children that creates a sense of 

belonging: for learning, for community for life 

• To ensure that all children and members of staff are treated fairly and with respect  

• To ensure that children and staff’s protected characteristics and British values are promoted  

• To enable children to take charge of their choices and take responsibility for them 

• To ensure that children make progress in their learning and that staff enjoy fulfilling their 

role at Flax through the foundations of a tangible sense of belonging and effective behaviour 

management  

 

3. Legislation, statutory requirements and statutory guidance 
This policy is based on legislation and advice from the Department for Education (DfE) on: 

 

• Behaviour and discipline in schools: advice for headteachers and school staff, 2016 

• Behaviour in schools: advice for headteachers and school staff 2022 

• Searching, screening and confiscation at school 2018 

• Searching, screening and confiscation: advice for schools 2022 

• The Equality Act 2010 

• Keeping Children Safe in Education 

• Exclusion from maintained schools, academies and pupil referral units in England 2017 

• Suspension and permanent exclusion from maintained schools, academies and pupil referral 

units in England, including pupil movement - 2022 

• Use of reasonable force in schools 

• Supporting pupils with medical conditions at school  

• It is also based on the Special Educational Needs and Disability (SEND) Code of Practice. 

• In addition, this policy is based on: 

https://www.gov.uk/government/publications/behaviour-in-schools--2
https://www.gov.uk/government/publications/behaviour-in-schools--2
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/school-exclusion#:~:text=Schools%20and%20colleges%20must%20continue,headteachers
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
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• Section 175 of the Education Act 2002, which outlines a school’s duty to safeguard and 

promote the welfare of its pupils  

• Sections 88 to 94 of the Education and Inspections Act 2006, which requires schools to 

regulate pupils’ behaviour and publish a behaviour policy and written statement of 

behaviour principles, and give schools the authority to confiscate pupils’ property 

• Schedule 1 of the Education (Independent School Standards) Regulations 2014; paragraph 7 

outlines a school’s duty to safeguard and promote the welfare of children, paragraph 9 

requires the school to have a written behaviour policy and paragraph 10 requires the school 

to have an anti-bullying strategy 

• DfE guidance explaining that academies should publish their behaviour policy and anti-

bullying strategy  

 

4. Sources of evidence and research  
To establish this policy, the school has leant upon the recommendations set out in the Education 

Endowment Foundation Guidance Report titled ‘Improving Behaviour in Schools’.  It details 6 key 

recommendations which support schools to make careful and informed decisions about their 

behaviour strategies: 

 

Proactive Reactive Implementation 

1 2 3 4 5 6 

Know and 
understand 
your pupils 
and their 
influences 

Teach 
learning 
behaviours 
alongside 
managing 
misbehaviour 

Use 
classroom 
management 
strategies to 
support good 
classroom 
behaviour 

Use simple 
approaches 
as part of 
your regular 
routine 

Use targeted 
approaches 
to meet the 
needs of 
individuals in 
your school 

Consistency is 
key 

 

The implementation of this policy should be aligned to the 6 principles of Nurture UK.  

http://www.legislation.gov.uk/ukpga/2002/32/section/175
http://www.legislation.gov.uk/ukpga/2006/40/section/88
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://www.gov.uk/guidance/what-academies-free-schools-and-colleges-should-publish-online#behaviour-policy
https://educationendowmentfoundation.org.uk/education-evidence/guidance-reports/behaviour?s=09
https://www.nurtureuk.org/the-six-principles-of-nurture/
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These principles are broad and emphasises that creating a culture of belonging and supporting 
effective behaviour takes a holistic approach that considers the individual child, their context and 
place in our community and evolving journey through education and life.  
 

5. Our school rules 
Our three school rules provide a common language that is applied to behaviour, in praise and 
consequence, for all children across the school.  
 

Be ready                      Be respectful                      Be safe 
 

6. The role and responsibility of families 
The school recognises that families make a crucial difference to children’s outcomes and are 

children’s first and most enduring educators. The school uses the term ‘family’ or ‘families’ when 

referring to the wider term of ‘parent’.  

 

The school is aware that ‘parents’ may be recognised differently under education law and under 

family law. Section 576 of the Education Act 1996 states that, in relation to a child or young person, 

a ‘parent’ includes any person who is not a parent (from which can be inferred ‘biological parent’) 

but who has parental responsibility for or care of the child. 

 

For the purposes of education law, Flax Bourton Primary School, in line with the Department for 

Education (DfE), considers a ‘parent’ to include: 

 

• all biological parents, whether they are married or not 

• any person who, although not a biological parent, has parental responsibility for a child or 

young person – this could be an adoptive parent, a step-parent, a guardian or other relative 

• any person who, although they are not a biological parent and do not have parental 

responsibility, has care of a child or young person 

• A person typically has care of a child or young person if the child lives with them either full 

or part time and they look after them, irrespective of what their biological or legal 

relationship is with the child. 

 

The school’s rules of being ready, respectful and safe applies to all members of our school 

community including children’s families.  

 

To build an effective partnership and to bring about the best outcomes for children, the school 

expects families to: 

Ready Respectful Safe 
Be ready to communicate with 
school staff should they have 
any questions or concerns and 
use the appropriate forum for 
raising these; seeking first to 
understand  
 
Be ready to work in 
partnership with the school; 
supporting the school’s 
intentions and approach to 

Be respectful to and about 
members of staff, other 
families and children; in 
person and online 
 
Be respectful that a school is a 
community of people; each 
doing their very best to 
support our children 
 

Be safe in their interactions, in 
person and online, with staff, 
children and other families and 
expect their child to do the 
same 
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building a culture that fulfils 
our values and rules 
 
Be respectful that each child 
has rights and that all adults 
involved in a child’s life must 
work together to make sure all 
children can enjoy all of their 
rights 
 
Be respectful of each child’s 
circumstances and unique 
context and respect the 
school’s legal duty to provide 
confidentiality and data 
protection about all children  
 

 

 

7. Recognising the impact of SEND on behaviour 
The school recognises that children’s behaviour may be impacted by a special educational need or 
disability (SEND). When incidents of misbehaviour arise, we will consider them in relation to a pupil’s 
SEND, although we recognise that not every incident of misbehaviour will be connected to their 
SEND. Decisions on whether a child’s SEND had an impact on an incident of misbehaviour will be 
made on a case-by-case basis.  
 
When managing misbehaviour from children with SEND, especially where their SEND affects their 
behaviour, the school will balance their legal duties when making decisions about enforcing the 
behaviour policy. The legal duties include: 
 

• Taking reasonable steps to avoid causing any substantial disadvantage to a disabled pupil 
caused by the school’s policies or practices (Equality Act 2010) 

• Using our best endeavours to meet the needs of pupils with SEND (Children and Families Act 
2014) 
 

If a pupil has an education, health and care (EHC) plan, the provisions set out in that plan must be 
secured and the school must co-operate with the local authority and other bodies. As part of 
meeting these duties, the school will anticipate, as far as possible, all likely triggers of misbehaviour, 
and put in place support to prevent these from occurring. Any preventative measures will take into 
account the specific circumstances and requirements of the pupil concerned. 
 
At Flax Bourton Primary School, our approach to anticipating and removing triggers of misbehaviour 
includes: 
 

• Short, planned movement breaks for a pupil with SEND who finds it difficult to sit still for 
long periods of time 

• Adjusting seating plans to allow a pupil with visual or hearing impairment to sit in sight of 
the teacher 

• Adjusting uniform requirements for a pupil with sensory issues or who has severe eczema 
• Training for staff in understanding conditions such as autism 
• Use of separation spaces (sensory zones or nurture rooms) where pupils can regulate their 

emotions during a moment of sensory overload 

https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
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Adapting consequences for pupils with SEND 
When considering a behavioural consequence for a pupil with SEND, the school will take into 
account: 
 

• Whether the pupil was unable to understand the rule or instruction?  
• Whether the pupil was unable to act differently at the time as a result of their SEND?  
• Whether the pupil is likely to behave aggressively due to their particular SEND?  

 
If the answer to any of these questions is yes, it may be unlawful for the school to sanction the pupil 
for the behaviour. The school will then assess if it is appropriate to use a sanction and if so, whether 
any reasonable adjustments need to be made to the sanction. 

Considering whether a pupil displaying challenging behaviour may have unidentified SEND 
The school’s special educational needs co-ordinator (SENCO) may evaluate a pupil who exhibits 
challenging behaviour to determine whether they have any underlying needs that are not currently 
being met. Where necessary, support and advice will also be sought from specialist teachers, an 
educational psychologist, medical practitioners and/or others, to identify or support specific needs. 
When acute needs are identified in a pupil, we will liaise with external agencies and plan support 
programmes for that child. We will work with parents to create the plan and review it on a regular 
basis. 

Pupils with an education, health and care (EHC) plan 
The provisions set out in the EHC plan must be secured and the school will co-operate with the local 
authority and other bodies. If the school has a concern about the behaviour of a pupil with an EHC 
plan, it will make contact with the local authority to discuss the issue. If appropriate, the school may 
request an emergency review of the EHC plan. 
 
North Somerset Special Educational Needs Team 
Telephone: 01275 884 470 
E-mail: SEN.Team@n-somerset.gov.uk 
 
For all children and in particular those with special educational needs, the school will ensure that our 

universal provision is implemented and that we move through the stages of our graduated wave 

approach for supporting children with SEMH needs (social, emotional and mental health).  

 

8. Reasonable Force/Physical Intervention  
Reasonable force covers a range of interventions that involve physical intervention with pupils. All 

members of staff have a duty to use reasonable force/physical intervention, in the following 

circumstances, to prevent a pupil from: 

 

• Causing disorder 

• Hurting themselves or others 

• Damaging property 

• Committing an offence 

 

Incidents of reasonable force must: 

 

• Always be used as a last resort 

• Be applied using the minimum amount of force and for the minimum amount of time 

possible 

• Be used in a way that maintains the safety and dignity of all concerned 

• Never be used as a form of punishment 
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• Be recorded and reported to parents  

 

When considering using reasonable force, staff should, in considering the risks, carefully recognise 

any specific vulnerabilities of the pupil, including SEND, mental health needs or medical conditions.  

 

9. Confiscation, searches, screening         
Searching, screening and confiscation is conducted in line with the DfE’s latest guidance on 

searching, screening and confiscation. Full details can be found in appendix 6. 

 

10. Off-site misbehaviour 
Sanctions may be applied where a pupil has misbehaved off-site when representing the school. This 

means misbehaviour when the pupil is: 

 

• Taking part in any school-organised or school-related activity (e.g. school trips) 

• Travelling to or from school 

• Wearing school uniform 

• In any other way identifiable as a pupil of our school 

 

Sanctions may also be applied where a pupil has misbehaved off-site, at any time, whether or not 

the conditions above apply, if the misbehaviour: 

 

• Could have repercussions for the orderly running of the school 

• Poses a threat to another pupil  

• Could adversely affect the reputation of the school 

 

Sanctions will only be given out on school premises or elsewhere when the pupil is under the lawful 

control of a staff member (e.g. on a school-organised trip). 

 

11. Online misbehaviour 
The school can issue behaviour sanctions to pupils for online misbehaviour when: 

 

• It poses a threat or causes harm to another pupil 

• It could have repercussions for the orderly running of the school 

• It adversely affects the reputation of the school 

• The pupil is identifiable as a member of the school 

 

Sanctions will only be given out on school premises or elsewhere when the pupil is under the lawful 

control of a staff member. 

 

12. Suspected criminal behaviour 
If a pupil is suspected of criminal behaviour, the school will make an initial assessment of whether to 

report the incident to the police. When establishing the facts, the school will endeavour to preserve 

any relevant evidence to hand over to the police. If a decision is made to report the matter to the 

police, the headteacher will make the report. 

 

The school will not interfere with any police action taken. However, the school may continue to 

follow its own investigation procedure and enforce sanctions, as long as it does not conflict with 
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police action. If a report to the police is made, the designated safeguarding lead (DSL) will make a 

tandem report to children’s social care, if appropriate.  

 

13. Zero-tolerance approach to sexual harassment and sexual violence 
The school will ensure that all incidents of sexual harassment and/or violence are met with a suitable 

response, and never ignored. Pupils are encouraged to report anything that makes them 

uncomfortable, no matter how ‘small’ they feel it might be. The school’s response will be: 

 

• Proportionate 

• Considered 

• Supportive 

• Decided on a case-by-case basis 

 

The school has procedures in place to respond to any allegations or concerns regarding a child’s 

safety or wellbeing. These include clear processes for: 

 

• Responding to a report 

• Carrying out risk assessments, where appropriate, to help determine whether to: 

- Manage the incident internally 

- Refer to early help 

- Refer to children’s social care 

- Report to the police 

 

Please refer to our child protection and safeguarding policy for more information. 

  

14. Malicious allegations 
Where a pupil makes an allegation against a member of staff and that allegation is shown to have 

been deliberately invented or malicious, the school will consider whether to discipline the pupil in 

accordance with this policy. 

 

Where a pupil makes an allegation of sexual violence or sexual harassment against another pupil and 

that allegation is shown to have been deliberately invented or malicious, the school will consider 

whether to discipline the pupil in accordance with this policy. 

 

In all cases where an allegation is determined to be unsubstantiated, unfounded, false or malicious, 

the school (in collaboration with the local authority designated officer (LADO), where relevant) will 

consider whether the pupil who made the allegation is in need of help, or the allegation may have 

been a cry for help. If so, a referral to children’s social care may be appropriate. 

 

The school will also consider the pastoral needs of staff and pupils accused of misconduct. 

 

 

15. Consistency is key  
We know that consistency and coherence at a whole-school level are paramount and that 

supporting and managing behaviour is everyone’s responsibility; staff, families and children.  

 

 

 

https://www.flaxbourton.n-somerset.sch.uk/page/?title=Policies&pid=113
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Consistency in practice looks like: 

• Consistent language; consistent response: Referring to the agreement made between staff 

and children, simple and clear expectations reflected in all conversations about behaviour.  

• Consistent follow up: Ensuring ‘certainty’ at the classroom, playground and with senior 

leaders.  

• Consistent positive reinforcement: Routine procedures for reinforcing, encouraging and 

celebrating appropriate behaviour. 

• Consistent consequences: Defined, agreed and applied at the classroom level as well as 

established structures for more serious behaviours.  

• Consistent, simple rules and expectations referencing promoting appropriate behaviour. 

• Consistent respect from all adults. 

• Consistent models of emotional literacy: Emotional restraint that is modelled and not just 

taught, staff as role models for learning, staff learning alongside children. 

• Consistently reinforced rituals and routines for behaviour around the site: In classrooms, 

around the school, during transitions, in the playground etc.  

• Consistent environment. 

 

Consistencies children can expect from all staff: 

1. Meet and greet at the door 

2. Refer to being Ready, Respectful & Safe 

3. Model positive behaviours and build relationships 

4. Plan lessons that engage, challenge and meet the needs of all children 

5. Use a visible recognition mechanism throughout lessons 

6. Prevent before sanction 

7. Follow up every time, retain ownership and engage in reflective dialogue with children 

8. Never ignore children who are behaving below the school’s high expectations 

 

16. Suspension and permanent exclusions 
The school can use suspension and permanent exclusion in response to serious incidents or in 

response to persistent poor behaviour, which has not improved following in-school sanctions and 

interventions.  The decision to suspend or exclude will be made by the headteacher and only as a 

last resort. 

 

We are committed to following all statutory exclusions procedures to ensure that every child 

receives an education in a safe and caring environment. 

 

Our school aims to: 

 

• Ensure that the exclusions process is applied fairly and consistently 

• Help governors, staff, parents and pupils understand the exclusions process 

• Ensure that pupils in school are safe and happy 

• Prevent pupils from becoming NEET (not in education, employment or training) 

• Ensure all suspensions and permanent exclusions are carried out lawfully 

 

Definitions 

Informal Internal Suspension: 

When a child is removed from their classroom and peers for a fixed period of time. They would 

usually complete the suspension with a member of senior staff. 
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Fixed Term Suspension 

Where a pupil is temporarily removed from the school. A pupil may be suspended for one or more 

fixed periods (up to a maximum of 45 school days in a single academic year). A suspension does not 

have to be for a continuous period.  

 

Permanent exclusion  

A permanent exclusion is when a pupil is no longer allowed to attend a school (unless the pupil is 

reinstated). The decision to exclude a pupil permanently should only be taken:  

 

• in response to a serious breach or persistent breaches of the school's behaviour policy; and  

• where allowing the pupil to remain in school would seriously harm the education or welfare 

of the pupil or others such as staff or pupils in the school.  

 

Moving Towards Permanent Exclusion  

Advice from the Trust, Lighthouse Schools Partnership (LSP)  

Where the Headteacher considers the pupil to be at risk of permanent exclusion and always before 

making a decision to permanently exclude a child with diagnosed or possible SEND, the Headteacher 

will seek advice from Lighthouse Schools Partnership CEO and a Special Educational Needs 

Coordinator from another school or the Trust’s Lead Teacher for Engagement.  

 

 

Call a Governors’ Disciplinary Panel Hearing  

The Headteacher may also decide, where the pupil is at risk of permanent exclusion to convene a 

Governors’ Disciplinary Panel Hearing to review the provision for a child/young person deemed to be 

at risk of Permanent Exclusion. This is particularly important in a case where there are persistent 

breaches of the school policy. This will be an opportunity to bring the child’s parents and other 

agencies together and raise awareness of the situation. The Panel will:  

 

• Hear representation from the School, Parents, Child (where appropriate) and other agencies 

involved.  

• thoroughly review the current situation with reference to the school’s Behaviour Policy and 

the child/young person’s behaviour;  

• review the PSP in place  

• review SEND support, where appropriate;  

• ensure that all parties are clear about the risk of Permanent Exclusion if noncompliance with 

the behaviour persists;  

• consider any further reasonable adjustments that can be made to improve the pupil’s 

behaviour; 

• set reasonable targets to recognise behaviour improvements  

• set a date for a review of progress.  

 

The Panel may also:  

 

• make recommendations for future provision. Decisions on exclusion are delegated to the 

Headteacher and will not be taken by a Governors’ Panel reviewing provision for a child at 

risk of Permanent Exclusion. 

 

The process for issuing suspensions and exclusions follows guidance from the Department and 

Education.  
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17. Off-rolling 
Our school is aware that off-rolling is unlawful. Ofsted defines off-rolling as: 

 

“The practice of removing a pupil from the school roll without a formal, permanent exclusion or by 

encouraging a parent to remove their child from the school roll, when the removal is primarily in the 

interests of the school rather than in the best interests of the pupil.” 

 

We will not suspend or exclude pupils unlawfully by directing them off site or not allowing pupils to 

attend school: 

 

• Without following the statutory procedure or formally recording the event, e.g. sending 

them home to 'cool off' 

• Because they have special educational needs and/or a disability (SEND) that the school feels 

unable to support 

• Due to poor academic performance 

• Because they haven't met a specific condition, such as attending a reintegration meeting 

• By exerting undue influence on a parent to encourage them to remove their child from the 

school 

 

 

18. Training 
As part of their induction process, our staff are provided with training on the implementation of this 

policy including training on: 

 

• The proper use of physical intervention 

• The needs of the pupils at the school 

• How SEND and mental health needs impact behaviour 

 

Behaviour management will also form part of continuing professional development. 

 

19. Monitoring arrangements 
Monitoring and evaluating school behaviour 

The school will collect data on the following: 

 

• Behavioural incidents, including removal from the classroom 

• Attendance, permanent exclusion and suspension 

• Use of pupil support units, off-site directions and managed moves 

• Incidents of searching, screening and confiscation 

• Anonymous surveys for staff, pupils, governors, trustees and other stakeholders on their 

perceptions and experiences of the school behaviour culture 

• The data will be analysed every year by the Headteacher. 

• The data will be analysed from a variety of perspectives including: 

- At school level 

- By age group 

- At the level of individual members of staff 

- By time of day/week/term 

- By protected characteristic 
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The school will use the results of this analysis to make sure it is meeting its duties under the Equality 

Act 2010. If any trends or disparities between groups of pupils are identified by this analysis, the 

school will review its policies to tackle it. 

 

Monitoring this policy 

This behaviour policy will be reviewed by the headteacher and governing board at least annually, or 

more frequently, if needed, to address findings from the regular monitoring of the behaviour data. 

At each review, the policy will be approved by the Headteacher and Chair of Governors. 

 

20. Links with other policies 
This behaviour policy is linked to the following policies: 

 

• Anti-Bullying policy 

• Attendance policy 

• Child protection and safeguarding policy 

• SEND policy 

• Sex and relationship education policy 

 

These can be found on our school website.  

https://www.flaxbourton.n-somerset.sch.uk/page/?title=Policies&pid=113
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APPENDIX 1 – OUR SCHOOL RULES 
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 • Arrive to school on time  
• Ready to listen to the speaker   
• Have resources and equipment ready to be used 
• Follow instructions the first time of being asked 
• Line up in silence facing the front  

  
• Listen to the ideas and views of others 
• Use kind words in person and online  
• Work calmly to help others around us learn 
• Take care of our own learning and the learning of others 
• Take care and pride in our presentation  
• Take care of our school; inside and out 
• Use our manners; please, excuse me, thank you (PETs) 

 

 • Follow instructions 
• Walk around the school quietly  
• Line up in our order, quietly and facing the front 
• Tell an adult if something seems unsafe 
• Talk to a trusted adult if something upsets us 
• Use equipment and resources calmly and safely  
• Use our hands and feet carefully  
• Use IT devices responsibly  
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APENDIX 2 – OUR STAGED BEHAVIOUR RESPONSE  
 

Stage Behaviour 

Consequence 
Restorative 

Action 

These must be logical and linked to the 
behaviour e.g. poor behaviour in class 
incurs a change to child’s classroom 
activity. 
 

❶ 
Redirection 

 
Off task behaviours  

 
Gentle encouragement, a ‘nudge’ in the right direction 
 
Non-verbal ‘nudge’  
 
Engagement with learning is always the primary aim. For the vast majority of 
children a gentle reminder or nudge in the right direction is all that is needed. Praise 
the behaviour you want to see. All children must be given ‘take up time’ in between 
steps. It is not possible to leap or accelerate steps for repeated low-level disruption. 
 

❷ 
Reminder 

 
This might include:  
 

• Calling out 

• Off task behaviours  

• Poor lining up or walking in 
school 

• Not putting equipment away or 
using it carefully 
 

 
A reminder of the expectations for 
children ‘Ready, Respectful, Safe’ 
delivered privately to the child. The 
adult makes them aware of their 
behaviour. The child has a choice to do 
the right thing 
 
Reminder framed within a positive 
statement e.g. ‘Remember, we use our 
walking feet.’ ‘Remember, we are using 
our partner talk voices.’  
 

 
Ask child to reflect on the school rules 
and which ones they should be showing.  
 
Be ready 
Be respectful 
Be safe 
 
Children could be asked if there are any 
barriers/distractions to them making the 
right choice. 
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❸ 
Warning 

 
This might include: 

• Using equipment in a careless 
manner 

• Intentionally disrupting the 
learning of others 

• Continuation of stage 2 
behaviours 
 

 
A clear verbal warning delivered 
privately to the child making them aware 
of their behaviour and clearly outlining 
the consequences if they continue. The 
child has a choice to do the right thing. 
Children will be reminded of their 
previous good conduct to prove that 
they can make good choices.  
 
Explanation of what we want to see and 
how to achieve it. E.g. Eyes on me, voice 
off.  
 
30 second intervention 
a) Gentle approach, personal, non-

threatening, side on, eye level or 
lower. 

b) State the behaviour that was 
observed and which rule/ 
expectation/routine it contravenes. 

c) Tell the child what the 
consequences of their action is. 
Refer to previous good 
behaviour/learning as a model for 
the desired behaviour.  

d) Walk away from the child; allow 
them time to decide what to do 
next. If there are comments, as you 
walk away write them down and 
follow up later.  

 

 
A reminder that the child belongs to the 
wider class and school and an 
explanation of the impact on their own 
and others’ learning/experience. 
 
Children with SEND could be given a 
choice of two options using clear and 
concise language and a reassuring voice; 
both within the control of the adult and 
both acceptable to supporting learning.  
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We resist endless discussions around 
behaviour and spend our energy 
returning children to their learning. 
 

❹ 
Time Out 

 
Continuation of stage 3 behaviours 
 

 
The child is asked to speak to the 
teacher away from others. Boundaries 
are reset.  
 
The child is given a final opportunity to 
reengage with the learning/follow 
instructions.  
 
If the step above is unsuccessful or if a 
child refuses to go take time out, the 
child will be asked to a workspace 
outside the classroom for 5 minutes. 
This is dependent on the age and stage 
of development of the child.  
 
Staff will always deliver sanctions calmly 
and with care. It is in nobody’s interest 
to confront poor behaviour with anger. 
 

 
The child is asked to reflect on their next 
step and to complete their learning at 
another place in the classroom for 5 
minutes. Again they are reminded of 
their previous conduct/attitude/ 
learning. 

❺ 
Partner 

Class 

 
This might include: 

• Speaking rudely to staff or 
children 

• Stealing/breaking items that 
belong to others 

• Continuation of previous stage 
behaviours that persist  

 
Time out in other class to complete 
learning (20 minutes) 
or 
Reduced time at play/lunchtime   
 
Family informed via message (ideally in 
person if family collects child at the end 
of the school day)  

 
Restorative conversation between child 
and peer if behaviour has impacted 
another child 
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Recorded on CPOMS  
 

❻ 
Internal 

Suspension 

 
This might include: 

• Swearing  

• Consistent refusal to engage in 
learning 

• Consistent refusal to follow 
instructions  

• Hurting others 

• Bullying behaviour (see 
definition from the anti-bullying 
alliance) 

 
Return to class but behaviour persists 

 
Internal suspension with the Senior 
Leadership team for a session of the 
day/whole day 
 
Child goes on report for two weeks with 
a clear goal and daily review with SLT 
and weekly debrief with family. 
Behaviour monitored.  
 
Significant behaviour may result in stage 
6 consequences without moving through 
the prior stages set out above.  
 
Family informed via phone or in person 
conversation  
 
Recorded on CPOMS 
 
 

 
Letters written to others impacted by 
behaviour  
 
Restorative conversation between child 
and peer if behaviour has impacted 
another child 
 
Whilst on report, morning meeting with 
class staff/SLT to support successful 
mindset for day ahead: 

• How are they out of 10 today? 
• A reminder of our school rules 
• A reminder of their target  
• A run through of the timetable 

for the day 
 
Roles and responsibilities given to child 
as an opportunity to show a change in 
attitude and responsibility e.g. 
supporting structured games at 
lunchtime with younger children. 
 
Children may be supported by a Pastoral 
Support Plan (PSP). A PSP is a school 
lead process which seeks to garner the 
support of all involved with the pupil to 
provide strategies and interventions to 
support a pupil to reengage positively in 
school life. 
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❼ 
Fixed Term 
Suspension 

 
This might include: 
 

• Significant violence or 
aggression to other children, 
staff or school property 

• Significant behaviour that puts 
the safety of others at risk 

• Continued bullying behaviour 
(see definition from the anti-
bullying alliance) 

 
Fixed term suspension  
 
Significant behaviour may result in stage 
7 consequences without moving through 
the prior stages set out above.  
 
Recorded on CPOMS and SIMs 
 
 

 
Re-integration meeting with child, 
school and family outlining targets and 
support – recorded on SIMs & CPOMs 
 
Children may be supported by a Pastoral 
Support Plan (PSP).  
 
Other strategies may be used to further 
support the child’s understanding of the 
impact of their actions and how this 
could be managed differently in the 
future e.g. social stories, restorative 
conversations with impacted children. 
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❺ 

❹ 

❸ 

❷ 

❶ 

 

I can … 

Get an adult 
to help 
immediately 

 

Call 999 

 

Shout for 
help  

 

 

 

I can … 

Talk to a 
trusted 
adult 

 

Leave a 
note in my 
class SPEAK 
OUT box 

 

 

 

I can … 

Ask for help 

 

Talk to a 
friend 

 

Time a 
break 

 

 

 

I can … 

Take a deep 
breath 

 

Count to 5 

 

 

 

 

I can … 

Ignore it 

Carry on  

 

 

 

APPENDIX 3 - RESTORATIVE CONVERSATIONS  
 

This script should be used to unpick and move forwards from a significant incident of dysregulation 

or conflict between a peer/adult. 

  

1. What happened? 

 

2. What were you feeling at the time? or On a scale of 1-10, how were you feeling? Can 

you think why? 

 

3. What do you think was the size of the problem? What was the size of your reaction? Did 

they match? / How did they compare? 

 

4. Who has been affected? How? How might they be feeling? 

 

5. What could we do differently next time? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

There may be an element of ‘paying back’ in the actions from this meeting. Children may be asked to 

positively contribute time back to the class/school as part of the process of repairing any negative 

impact they have caused e.g. being supported to tidy up a mess created or taking on a responsibility 

to run lunchtime games with a sports coach. 
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APPENDIX 4 – OUR SCHOOL ROUTINES 
These routines are part of our school’s expectations that form the FLAX BOURTON STANDARD OF 

BEHAVIOUR.  

Legendary Lining Up Wonderful Walking 
  

• We stand ready in a straight line 
facing the front. 
 

• We stand in our order when 
appropriate.  
 

• We stand with our arms by our 
sides. 
 

• We turn our voices off straight 
away. 

• We walk calmly and quietly. 
 
• We turn our voices off. 

 
• If in a group or with our class, we 

stay in our line order.  
 

• We walk with our arms by our sides. 
 

• If walking from room to room, we 
hold the door open for others.  
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APPENDIX 5 - RECOGNITION & REWARDS  
We recognise and reward children who go ‘over and above’ our standards. Although there are 

awards, our staff understand that a quiet word of personal praise can be as effective as a larger, 

more public, reward. The use of praise in developing a positive atmosphere in the classroom cannot 

be underestimated. It is the key to developing positive relationships with all children, especially our 

most vulnerable.  

 

Recognition Boards 

Teachers identify a class goal for the week or a few days e.g. ‘One voice’ for classes where talking 

over each other might be common, ‘Speak politely’ to emphasise manners or ‘Hands up’ to avoid 

calling out. This is written on the board. This could later move on to learning behaviours e.g. ‘Use 

because to explain our thinking’. Children’s names are written on the board if they are spotted 

modelling this behaviour. The aim is for everyone to have their name on the board by the end of the 

session. After time, children should be enabled to have a shared responsibility and ownership by also 

identifying their peers who should be recognised.  

 

• Recognition is solely awarded for effort. 

• It is not part of a cumulative rewards system. 

• Recognition is collaborative not competitive. 

• All recognition starts afresh in a new session (before and after break, afternoon). 

 

Rewards 

Merits  

These can be awarded to children in Key Stage 2 by staff across the school and beyond the classroom 

for good manners and kind and considerate behaviour.  

 

Marble Jar  
Each class has a jar, which they aim to fill with marbles. Marbles can be awarded by all staff for 
whole class achievements i.e. caring for their environment, stand out behaviour. Once the marble jar 
is full, the class earn a reward.  Examples of rewards are extra playtime or iPad time. 
 

Certificates, trophies & other rewards 

Weekly Termly As & When 

Star of the Week 
certificates 
Writer of the Week 
certificates/Maths Wizard 
of the week certificates 
(alternate weeks) 
Marvellous Manners Cup 
Ready to Learn Cup 
Numbots & TTRS 
certificates 

Alf Hadwin Cup 
Values certificates and 
trophy 

 

Praise Postcards sent 
home linked to school 
values  
Headteacher stickers  
Gold Book 
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APPENDIX 6 - RECORD OF BEHAVIOUR INCIDENT TO BE ADDED TO CPOMS                                                            
(For supply staff & lunchtime staff) 

CHILD’S NAME 
 
 
 

DATE  
TIME OF 

INCIDENT 

 

FORM 
COMPLETED BY  

 
 
 

CHILD’S CLASS 
(PLEASE CIRCLE) 

Reception – 
Chestnut 

Year 1 - Maple Year 2 - Willow Year 3 - Beech 

Year 4 – Elm Year 5 - Oak Year 6 - Sycamore  

LOCATION OF 
BEHAVIOUR 
(PLEASE CIRCLE) 

Playground Classroom 

Transition e.g. 
moving from 

playground to 
classroom 

Hall 

Toilets Online Trip 
Out of school – 
not school led 

INCIDENT  
WHAT WAS THE 
BEHAVIOUR 
THAT TOOK 
PLACE? 

 
 
 
  
 
 
 
 
 
 
 
 
 
 

ACTION  
WHAT ACTION 
DID YOU TAKE?  

 
 
 
 
 
 
 
 

CONSEQUENCE 
OF BEHAVIOUR 
(PLEASE CIRCLE) 

Reduced playtime Partner class Internal suspension 

FAMILY OF 
CHILD 
INFORMED? 
(PLEASE CIRCLE) 

Yes No Not required 

MEMBER OF 
STAFF THIS 
FORM HAS 
BEEN HANDED 
TO 
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APPENDIX 7 - SEARCHES 
Confiscation 

Any prohibited items found in a pupil’s possession as a result of a search will be confiscated. These 

items will not be returned to the pupil. We will also confiscate any item that is harmful or 

detrimental to school discipline. These items will be returned to pupils after discussion with senior 

leaders and parents, if appropriate. 

 

Searching a pupil 

Searches will only be carried out by a member of staff who has been authorised to do so by the 

headteacher or by the headteacher themselves. Subject to the exception below, the authorised 

member of staff carrying out the search will be of the same sex as the pupil, and there will be 

another member of staff present as a witness to the search. An authorised member of staff of a 

different sex to the pupil can carry out a search without another member of staff as a witness if: 

 

• The authorised member of staff carrying out the search reasonably believes there is risk that 

serious harm will be caused to a person if the search is not carried out as a matter of 

urgency; and  

• In the time available, it is not reasonably practicable for the search to be carried out by a 

member of staff who is the same sex as the pupil; or  

• It is not reasonably practicable for the search to be carried out in the presence of another 

member of staff. 

 

Searching pupils’ possessions 

Possessions means any items that the pupil has or appears to have control of, including: 

 

• Desks and drawers 

• Lockers 

• Bags 

 

A pupil’s possessions can be searched for any item if the pupil agrees to the search. If the pupil does 

not agree to the search, staff can still carry out a search for prohibited items and items identified in 

the school rules. An authorised member of staff can search a pupil’s possessions when the pupil and 

another member of staff are present.  

 

If there is a serious risk of harm if the search is not conducted immediately or it is not reasonably 

practicable to summon another member of staff, the search can be carried out by a single 

authorised member of staff. 

 

Informing the Designated Safeguarding Lead (DSL) 

The staff member who carried out the search should inform the DSL without delay: 

 

• Of any incidents where the member of staff had reasonable grounds to suspect a pupil was 

in possession of a prohibited item as listed in section 3 

• If they believe that a search has revealed a safeguarding risk 

 

All searches for prohibited items, including incidents where no items were found, will be recorded in 

the school’s safeguarding system. 
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Informing parents 

Parents will always be informed of any search for a prohibited item. A member of staff will tell the 

parents as soon as is reasonably practicable: 

 

• What happened and why 

• What was found, if anything 

• What has been confiscated, if anything 

• What action the school has taken, including any sanctions that have been applied to their 

child  

 

Support after a search 

Irrespective of whether any items are found as the result of any search, the school will consider 

whether the pupil may be suffering or likely to suffer harm and whether any specific support is 

needed (due to the reasons for the search, the search itself, or the outcome of the search). If this is 

the case, staff will follow the school’s safeguarding policy and speak to the Designated Safeguarding 

Lead (DSL). The DSL will consider if pastoral support, an early help intervention or a referral to 

children’s social care is appropriate.  

 

Strip searches 

The authorised member of staff’s power to search outlined above does not enable them to conduct 

a strip search (removing more than the outer clothing) and strip searches on school premises shall 

only be carried out by police officers in accordance with the Police and Criminal Evidence Act 1984 

(PACE) Code C.   

 

Before calling the police into school, staff will assess and balance the risk of a potential strip search 

on the pupil’s mental and physical wellbeing and the risk of not recovering the suspected item. Staff 

will consider whether introducing the potential for a strip search through police involvement is 

absolutely necessary, and will always ensure that other appropriate, less invasive approaches have 

been exhausted first. 

 

Once the police are on school premises, the decision on whether to conduct a strip search lies solely 

with them. The school will advocate for the safety and wellbeing of the pupil(s) involved. Staff retain 

a duty of care to the pupil involved and should advocate for pupil wellbeing at all times.  

 

Communication and record-keeping 

Where reasonably possible and unless there is an immediate risk of harm, staff will contact at least 

one of the pupil’s parents to inform them that the police are going to strip search the pupil before 

strip search takes place and ask them if they would like to come into school to act as the pupil’s 

appropriate adult. If the school can’t get in touch with the parents, or they aren’t able to come into 

school to act as the appropriate adult, a member of staff can act as the appropriate adult (this 

should not be the Headteacher).  

 

The pupil’s parents will always be informed by a staff member once a strip search has taken place. 

The school will keep records of strip searches that have been conducted on school premises and 

monitor them for any trends that emerge. 

 

 

 

 

https://www.gov.uk/government/publications/pace-code-c-2019
https://www.gov.uk/government/publications/pace-code-c-2019
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APPENDIX 8 - SUSPENSIONS AND EXCLUSIONS 
Definitions 
Internal Suspension 

When a child is removed from their classroom and peers for a fixed period of time. They would 

usually complete the suspension with a member of the senior leadership team. 

 

Fixed Term Suspension 

Where a pupil is temporarily removed from the school.  

A pupil may be suspended for one or more fixed periods (up to a maximum of 45 school days in a 

single academic year). A suspension does not have to be for a continuous period. A suspension may 

be used to provide a clear signal of what is unacceptable behaviour as part of the school’s behaviour 

policy and show a pupil that their current behaviour is putting them at risk of permanent exclusion.  

 

Where suspensions are becoming a regular occurrence for a pupil, headteachers and schools should 

consider whether suspension alone is an effective sanction for the pupil and whether additional 

strategies need to be put in place to address behaviour.  

 

It is important that during a suspension, pupils still receive their education. Headteachers should 

take steps to ensure that work is set and marked for pupils during the first five school days of a 

suspension. This can include utilising any online pathways.  

 

The school’s legal duties to pupils with disabilities or special educational needs remain in force, for 

example, to make reasonable adjustments in how they support disabled pupils during this period. 

Any time a pupil is sent home due to disciplinary reasons and asked to log on or utilise online 

pathways should always be recorded as a suspension.  

 

A suspension can also be for parts of the school day. For example, if a pupil’s behaviour at lunchtime 

is disruptive, they may be suspended from the school premises for the duration of the lunchtime 

period. The legal requirements relating to the suspension, such as the headteacher’s duty to notify 

parents, apply in all cases. Lunchtime suspensions are counted as half a school day in determining 

whether a governing board meeting is triggered.  

 

The law does not allow for extending a suspension or ‘converting’ a suspension into a permanent 

exclusion. In exceptional cases, usually where further evidence has come light, a further suspension 

may be issued to begin immediately after the first period ends; or a permanent exclusion may be 

issued to begin immediately after the end of the suspension. 

 

Permanent exclusion  

A permanent exclusion is when a pupil is no longer allowed to attend a school (unless the pupil is 

reinstated). The decision to exclude a pupil permanently should only be taken:  

 

• in response to a serious breach or persistent breaches of the school's behaviour policy; and  

• where allowing the pupil to remain in school would seriously harm the education or welfare 

of the pupil or others such as staff or pupils in the school.  

 

For any permanent exclusion, headteachers should take reasonable steps to ensure that work is set 

and marked for pupils during the first five school days where the pupil will not be attending 

alternative provision. Any appropriate referrals to support services or notifying key workers (such as 

a pupil’s social worker) should also be considered.  
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Managed move  
This is when a pupil is transferred to another school permanently. All parties, including parents and 
the admission authority for the new school, should consent before a managed move occurs. 
 
The headteacher’s powers to use exclusion   
Only the headteacher of a school can suspend or permanently exclude a pupil on disciplinary 
grounds. A pupil may be suspended for one or more fixed periods (up to a maximum of 45 school 
days in a single academic year), or permanently excluded.  
 
A pupil’s behaviour outside school can be considered grounds for a suspension or permanent 
exclusion. Any decision of a headteacher, including suspension or permanent exclusion, must be 
made in line with the principles of administrative law, i.e., that it is: lawful (with respect to the 
legislation relating directly to suspensions and permanent exclusions and a school’s wider legal 
duties); reasonable; fair; and proportionate.  
 
When establishing the facts in relation to a suspension or permanent exclusion decision the 
headteacher must apply the civil standard of proof, i.e., ‘on the balance of probabilities’ it is more 
likely than not that a fact is true rather than the criminal standard of ‘beyond reasonable doubt.’ 
This means that the headteacher should accept that something happened if it is more likely that it 
happened than that it did not happen. The headteacher must take account of their legal duty of care 
when sending a pupil home following an exclusion.  
 
Headteachers should also take the pupil’s views into account, considering these in light of their age 
and understanding, before deciding to exclude, unless it would not be appropriate to do so.  
 
Cancelling exclusions  
The headteacher may cancel any exclusion that has already begun but this should only be done 
where it has not yet been reviewed by the governing board. Where an exclusion is cancelled, then:  
 

• Parents, the governing board, and the LA should be notified without delay and, if relevant, 
the social worker and VSH;  

• Parents should be offered the opportunity to meet with the headteacher to discuss the 
circumstances that led to the exclusion being cancelled;  

• Schools should report to the governing board once per term on the number of exclusions 
which have been cancelled. This should include the circumstances and reasons for the 
cancellation enabling governing boards to have appropriate oversight and;  

• The pupil should be allowed back into school. 
 
Safeguarding, including guidance concerning pupils who have abused another pupil (commonly 
known as child-on-child abuse) 
If there is an ongoing safeguarding investigation (whether that includes a criminal investigation or 
not) that may result in the permanent exclusion of a pupil or if a pupil has been reinstated following 
a governing board review, it is likely that there will be complex and difficult decisions that need to be 
made. It is important that these decisions are made alongside a school’s duty to safeguard and 
support children and their duty to provide an education.   
 
Schools have a statutory duty to make arrangements for safeguarding and promoting the welfare of 
their pupils. Schools have a statutory duty to co-operate with safeguarding partners once designated 
as relevant agencies. Equally, safeguarding partners are expected to name schools as relevant 
agencies and engage with them in a meaningful way. Ultimately, any decisions are for the school to 
make on a case-by-case basis, with the designated safeguarding lead (or a deputy) taking a leading 
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role and using their professional judgement, supported by other agencies, such as children’s social 
care and the police as required.  
 
Section 5 of Keeping Children Safe in Education sets out the safeguarding process for cases of 
reports that relate to rape or assault by penetration and those that lead to a conviction or caution: 
“When there has been a report of sexual violence, the designated safeguarding lead (or a deputy) 
should make an immediate risk and needs assessment. Where there has been a report of sexual 
harassment, the need for a risk assessment should be considered on a case-by-case basis.” As always 
when concerned about the welfare of a child, the best interests of the child should come first. In all 
cases, schools should follow general safeguarding principles as found in Keeping Children Safe in 
Education. 
 
Factors to consider before making a decision to exclude  
The very best Alternative Provision (AP) can be important co-experts in managing behaviour and 
providing alternatives to exclusion. This could include outreach support for pupils in mainstream 
schools and offering short-term places to pupils who need a time limited intervention away from 
their mainstream school. Schools should work with high quality AP providers to ensure a continuum 
of support is available for pupils for whom good behaviour cultures and policies are not working.  
 
Preventative measures to school exclusion  
In addition to the strategies set out in initial intervention headteachers should also consider the 
following as measures to prevent school exclusion:  
 

• an off-site direction (temporary measure that maintained schools and academies for similar 
purposes can use) or 

• managed moves (permanent measure) as preventative measures to exclusion.  
 
Any use of AP should be based on an understanding of the support a child or young person needs in 
order to improve their behaviour, as well as any SEND or health needs. Off-site direction may only be 
used as a way to improve future behaviour and not as a sanction or punishment for past misconduct. 
Off-site direction should only be used where in-school interventions and/or outreach have been 
unsuccessful or are deemed inappropriate and should only be used to arrange a temporary stay in 
AP.  
 
The nature of the intervention, its objectives, and the timeline to achieve these objectives should be 
clearly defined and agreed with the provider upfront. The plan should then be frequently monitored 
and reviewed. Pupils must continue to receive a broad and balanced education, and this will support 
reintegration into mainstream schooling. 
 
Pupils with disabilities and Special Educational Needs (SEN) including those with Education, Health 
and Care plans (EHC plans)  
The Equality Act 2010 requires schools to make reasonable adjustments for disabled pupils. This 
duty can, in principle, apply both to the suspensions and permanent exclusions process and to the 
disciplinary sanctions imposed. Under the Children and Families Act 2014, governing boards of 
relevant settings must use their ‘best endeavours’ to ensure the appropriate special educational 
provision is made for pupils with SEN, which will include any support in relation to behaviour 
management that they need because of their SEN.  
 
Schools should engage proactively with parents in supporting the behaviour of pupils with additional 
needs. Where a school has concerns about the behaviour or risk of suspension and permanent 
exclusion, of a pupil with SEN, a disability or an EHC plan it should, in partnership with others 
(including where relevant, the local authority), consider what additional support or alternative 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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placement may be required. This should involve assessing the suitability of provision for a pupil’s 
SEN or disability.  
 
Where a pupil has an EHC plan, schools should contact the local authority about any behavioural 
concerns at an early stage and consider requesting an early annual review prior to making the 
decision to suspend or permanently exclude. For those with SEN but without an EHC plan, the school 
should review, with external specialists as appropriate, whether the current support arrangements 
are appropriate and what changes may be required. This may provide a point for schools to request 
an EHC assessment or a review of the pupil’s current package of support. 
 
Pupils who have a social worker, including looked-after children, and previously looked-after 
children 
For the majority of children who have a social worker, this is due to known safeguarding risks at 
home or in the community: over half are in need due to abuse or neglect. For children with a social 
worker, education is an important protective factor, providing a safe space for children to access 
support, be visible to professionals and realise their potential. When children are not in school, they 
miss the protection and opportunities it can provide and become more vulnerable to harm.  
 
However, headteachers should balance this important reality with the need to ensure calm and safe 
environments for all pupils and staff, so should devise strategies that take both of these aspects into 
account. Where a pupil has a social worker e.g. because they are the subject of a Child in Need Plan 
or a Child Protection Plan and they are at risk of suspension or permanent exclusion, the 
headteacher should inform their social worker, the Designated Safeguarding Lead (DSL) and the 
pupil’s parents to involve them all as early as possible in relevant conversations.  
 
Where a looked-after child (LAC) is likely to be subject to a suspension or permanent exclusion, the 
Designated Teacher (DT) should contact the local authority’s VSH as soon as possible. The VSH, 
working with the DT and others, should consider what additional assessment and support need to be 
put in place to help the school address the factors affecting the child’s behaviour and reduce the 
need for suspension or permanent exclusion. Where relevant, the school should also engage with a 
child’s social worker, foster carer or children’s home workers.  
 
All looked-after children should have a Personal Education Plan (PEP) which is part of the child’s care 
plan or detention placement plan. This should be reviewed every term and any concerns about the 
pupil's behaviour should be recorded, as well as how the pupil is being supported to improve their 
behaviour and reduce the likelihood of exclusion. Monitoring of PEPs can be an effective way for 
VSHs to check on this. 
 
The Headteacher’s duty to inform parties about an exclusion/suspension  
Informing parents 
If a pupil is at risk of suspension or exclusion the headteacher will inform the parents as early as 
possible, in order to work together to consider what factors may be affecting the pupil’s behaviour, 
and what further support can be put in place to improve the behaviour. 
 
If the headteacher decides to suspend or exclude a pupil, the parents will be informed of the period 
of the suspension or exclusion and the reason(s) for it, without delay.  
 
The parents will also be provided with the following information in writing, without delay: 
 

• The reason(s) for the suspension or exclusion 
• The length of the suspension or, for a permanent exclusion, the fact that it is permanent 
• Information about parents’ right to make representations about the suspension or 

permanent exclusion to the governing board and how the pupil may be involved in this 
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• How any representations should be made 
• Where there is a legal requirement for the governing board to hold a meeting to consider 

the reinstatement of a pupil, and that parents (or the pupil if they are 18 years old) have a 
right to attend the meeting, be represented at the meeting (at their own expense) and to 
bring a friend 

 
The headteacher will also notify parents without delay and by the end of the afternoon session 
on the first day their child is suspended or permanently excluded, that: 
 
• For the first 5 school days of an exclusion (or until the start date of any alternative provision 

or the end of the suspension, where this is earlier), the parents are legally required to 
ensure that their child is not present in a public place during school hours without a good 
reason. This will include specifying on which days this duty applies 

• Parents may be given a fixed penalty notice or prosecuted if they fail to do this 
 

If alternative provision is being arranged, the following information will be included, if possible: 
 

• The start date for any provision of full-time education that has been arranged  
• The start and finish times of any such provision, including the times for morning and 

afternoon sessions, where relevant 
• The address at which the provision will take place 
• Any information the pupil needs in order to identify the person they should report to on the 

first day 
• If the headteacher does not have the all the information about the alternative provision 

arrangements by the end of the afternoon session on the first day of the suspension or 
permanent exclusion, they can provide the information at a later date, without delay and no 
later than 48 hours before the provision is due to start. 
 

The only exception to this is where alternative provision is to be provided before the sixth day of a 
suspension or permanent exclusion, in which case the school reserves the right to provide the 
information with less than 48 hours’ notice, with parents’ consent. 
 
Informing the governing board  
The headteacher will, without delay, notify the governing board of: 
 

• Any permanent exclusion, including when a suspension is followed by a decision to 
permanently exclude a pupil 

• Any suspension or permanent exclusion which would result in the pupil being suspended 
or permanently excluded for a total of more than 5 school days (or more than 10 
lunchtimes) in a term 

• Any suspension or permanent exclusion which would result in the pupil missing a National 
Curriculum test or public exam  

 
The headteacher will notify the governing board once per term of any other suspensions of which 
they have not previously been notified, and the number of suspensions and exclusions which have 
been cancelled, including the circumstances and reasons for the cancellation. 
 
Informing the local authority (LA)  
The headteacher will notify the LA of all suspensions and permanent exclusions without delay, 
regardless of the length of a suspension. The notification will include: 
 

• The reason(s) for the suspension or permanent exclusion 
• The length of a suspension or, for a permanent exclusion, the fact that it is permanent 
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For a permanent exclusion, if the pupil lives outside the LA in which the school is located, the 
headteacher will also, without delay, inform the pupil’s ‘home authority’ of the exclusion and the 
reason(s) for it. 
 
Informing the pupil’s social worker and/or virtual school head (VSH) 
If a:  
 

• Pupil with a social worker is at risk of suspension or permanent exclusion, the headteacher 
will inform the social worker as early as possible  

• Pupil who is a looked-after child (LAC) is at risk of suspension or exclusion, the headteacher 
will inform the VSH as early as possible 

 
This is in order to work together to consider what factors may be affecting the pupil’s behaviour, and 
what further support can be put in place to improve the behaviour. If the headteacher decides to 
suspend or permanently exclude a pupil with a social worker / a pupil who is looked after, they will 
inform the pupil’s social worker / the VSH, as appropriate, without delay, that: 
 

• They have decided to suspend or permanently exclude the pupil 
• The reason(s) for the decision 
• The length of the suspension or, for a permanent exclusion, the fact that it is permanent 
• The suspension or permanent exclusion affects the pupil’s ability to sit a National Curriculum 

test or public exam (where relevant) 
 

The social worker / VSH will be invited to any meeting of the governing board about the suspension 
or permanent exclusion. This is so they can provide advice on how the pupil’s background and/or 
circumstances may have influenced the circumstances of their suspension or permanent exclusion. 
The social worker should also help ensure safeguarding needs and risks and the pupil’s welfare are 
taken into account.   
 
Providing education during the first 5 days of a suspension or permanent exclusion 
During the first 5 days of a suspension, if the pupil is not attending alternative (AP) provision, the 
headteacher will take steps to ensure that achievable and accessible work is set and marked for the 
pupil. Online pathways may be used for this. If the pupil has a special educational need or disability, 
the headteacher will make sure that reasonable adjustments are made to the provision where 
necessary. 
 
If the pupil is looked after or if they have a social worker, the school will work with the LA to arrange 
AP from the first day following the suspension or permanent exclusion. Where this isn’t possible, the 
school will take reasonable steps to set and mark work for the pupil, including the use of online 
pathways. 
 
The education of pupils from the sixth day of an exclusion 
For a suspension of more than five school days, the governing board (or local authority about a pupil 
suspended from a PRU) must arrange suitable full-time education for any pupil of compulsory school 
age. This provision is commonly called alternative provision and must begin no later than the sixth 
school day of the suspension. Where a child receives consecutive suspensions, these are regarded as 
a cumulative period of suspension for the purposes of this duty. This means that if a child has more 
than five consecutive school days of suspension, then education must be arranged for the sixth 
school day of suspension, regardless of whether this is because of one decision to suspend the pupil 
for the full period or multiple decisions to suspend the pupil for several periods in a row.  
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For permanent exclusions, the local authority must arrange suitable full-time education for the pupil 
to begin from the sixth school day after the first day the permanent exclusion took place. This will be 
the pupil's ‘home authority’ in cases where the school is in a different local authority area. The 
school should collaborate with the local authority when the pupil might be eligible for free home to 
school travel, arranged by the local authority, to the place where they will be receiving education. 
 
In addition, where a pupil has an EHCP, the local authority may need to review the plan or reassess 
the child’s needs, in consultation with parents, with a view to identifying a new placement. The local 
authority must have regard to the relevant statutory guidance when carrying out its duties in 
relation to the education of looked-after children, which can be found here: Promoting the 
education of looked-after children and previously looked-after children. Where a looked-after child 
is excluded, the school should document the provision of immediate suitable education in the child’s 
PEP.  
 
Provision does not have to be arranged by either the school or the local authority for a pupil in the 
final year of compulsory education who does not have any further public examinations to sit. 
 
The governing board 
Considering suspensions and permanent exclusions 
The governing board has a duty to consider parents’ representations about a suspension or 
permanent exclusion. The requirements on a governing board to consider the reinstatement of a 
suspended or permanently excluded pupil depend upon a number of factors. 
 
The governing board must consider and decide on the reinstatement of a suspended or permanently 
excluded pupil within 15 school days of receiving notice of a suspension or permanent exclusion 
from the headteacher if:  
 

• it is a permanent exclusion;  
• it is a suspension which would bring the pupil's total number of school days out of school to 

more than 15 in a term; or  
• it would result in the pupil missing a public examination or national curriculum test.  

 
The requirements are different for suspensions where a pupil would be suspended for more than 
five but less than 16 school days in a term. In this case, if the parents make representations, the 
governing board must consider and decide within 50 school days of receiving the notice of 
suspension whether the suspended pupil should be reinstated. In the absence of any 
representations from the parents, the governing board is not required to meet and cannot direct the 
reinstatement of the pupil.  
 
Where a suspension or permanent exclusion would result in a pupil missing a public examination or 
national curriculum test, there is a further requirement for a governing board. It must, so far as is 
reasonably practicable, consider and decide on the suspension or permanent exclusion before the 
date of the examination or test. If it is not practical for sufficient governors to consider the 
reinstatement before the examination or test, the chair of governors, in the case of a maintained 
school, may consider the suspension or permanent exclusion alone and decide whether or not to 
reinstate the pupil.  
 
In the case of an academy the pupil’s reinstatement may be considered by a committee of the trust 
board, including a local governing body, if the trust’s articles of association allow them to do so. The 
following parties must be invited to a meeting of the governing board and allowed to make 
representations or share information:  
 

• parents (and, where requested, a representative or friend);  

https://assets.publishing.service.gov.uk/media/5a9015d4e5274a5e67567fbe/Promoting_the_education_of_looked-after_children_and_previously_looked-after_children.pdf
https://assets.publishing.service.gov.uk/media/5a9015d4e5274a5e67567fbe/Promoting_the_education_of_looked-after_children_and_previously_looked-after_children.pdf
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• the pupil if they are 18 years or over;  
• the headteacher;  
• a representative of the local authority (in the case of a maintained school or PRU); 
• the child’s social worker if the pupil has one; and  
• the VSH if the child is LAC 

 
The governing board must make reasonable endeavours to arrange the meeting within the statutory 
time limits set out above and must try to have it at a time that suits all relevant parties. However, its 
decision will not be invalid simply on the grounds that it was not made within these time limits. In 
the case of a suspension which does not bring the pupil's total number of days of suspension to 
more than five in a term, the governing board must consider any representations made by parents, 
but it cannot direct reinstatement and is not required to arrange a meeting with parents.  
 
Taking into account, the pupil’s age and understanding, the pupil or their parents should also be 
made aware of their right to attend and participate in governing board meetings and the pupil 
should be enabled to make a representation on their own behalf if they wish to do so. 
 
Monitoring and analysing suspensions and exclusions data 
The governing board will challenge and evaluate the data on the school’s use of suspension, 
exclusion, off-site direction to alternative provision and managed moves. 
 
The governing board will consider: 
 
• How effectively and consistently the school’s behaviour policy is being implemented 
• The school register and absence codes 
• Instances where pupils receive repeat suspensions 
• Interventions in place to support pupils at risk of suspension or permanent exclusion 
• Any variations in the rolling average of permanent exclusions, to understand why this is 

happening, and to make sure they are only used when necessary  
• Timing of moves and permanent exclusions and whether there are any patterns, including any 

indications which may highlight where policies or support are not working 
• The characteristics of suspended and permanently excluded pupils and why this is taking place 
• Whether the placements of pupils directed off-site into alternative provision are reviewed at 

sufficient intervals to assure that the education is achieving its objectives and that pupils are 
benefiting from it 

• The cost implications of directing pupils off-site 
 
Considering the reinstatement of a pupil  
The governing board will consider and decide on the reinstatement of a suspended or permanently 
excluded pupil within 15 school days of receiving the notice of the suspension or exclusion if: 
 
• The exclusion is permanent 
• It is a suspension which would bring the pupil's total number of days out of school to more than 

15 in a term; or 
• It would result in a pupil missing a public exam or National Curriculum test 

 
Where the pupil has been suspended, and the suspension does not bring the pupil's total number of 
days of suspension to more than 5 in a term, the governing board must consider any representations 
made by parents. However, it is not required to arrange a meeting with parents and it cannot direct 
the headteacher to reinstate the pupil. 
 
Where the pupil has been suspended for more than 5 days, but less than 16 days, in a single term, 
and the parents make representations to the board, the governing board will consider and decide on 
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the reinstatement of a suspended pupil within 50 school days of receiving notice of the suspension. 
If the parents do not make representations, the board is not required to meet and it cannot direct 
the headteacher to reinstate the pupil. 
 
Where a suspension or permanent exclusion would result in a pupil missing a public exam or 
National Curriculum test, the governing board will, as far as reasonably practicable, consider and 
decide on the reinstatement of the pupil before the date of the exam or test. If this is not 
practicable, the chair of governors may consider the suspension or permanent exclusion and decide 
whether or not to reinstate the pupil.  
 
The following parties will be invited to a meeting of the governing board and allowed to make 
representations or share information: 
 

• Parents, or the pupil if they are 18 or over (and, where requested, a representative or friend) 
• The pupil, if they are aged 17 or younger and it would be appropriate to their age and 

understanding (and, where requested, a representative or friend) 
• The headteacher  
• The pupil’s social worker, if they have one 
• The VSH, if the pupil is looked after 

 
The governing board will try to arrange the meeting within the statutory time limits set out above 
and must try to have it at a time that suits all relevant parties. However, its decision will not be 
invalid simply on the grounds that it was not made within these time limits. 
 
The governing board can either: 
 

• Decline to reinstate the pupil, or 
• Direct the reinstatement of the pupil immediately, or on a particular date (except in cases 

where the board cannot do this – see earlier in this section) 
 
In reaching a decision, the governing board will consider: 
 

• Whether the decision to suspend or permanently exclude was lawful, reasonable, and 
procedurally fair  

• Whether the headteacher followed their legal duties 
• The welfare and safeguarding of the pupil and their peers 
• Any evidence that was presented to the governing board 

 
They will decide whether or not a fact is true ‘on the balance of probabilities’. Minutes will be taken 
of the meeting and a record kept of the evidence that was considered. The outcome will also be 
recorded on the pupil’s educational record, and copies of relevant papers will be kept with this 
record.  
 
The governing board will notify, in writing, the following stakeholders of its decision, along with 
reasons for its decision, without delay: 
 

• The parents, or the pupil, if they are 18 or older 
• The headteacher 
• The pupil’s social worker, if they have one 
• The VSH, if the pupil is looked after 
• The local authority 
• The pupil’s home authority, if it differs from the school’s 
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Where an exclusion is permanent and the governing board has decided not to reinstate the pupil, 
the notification of decision will also include the following: 
 

• The fact that it is a permanent exclusion 
• Notice of parents’ right to ask for the decision to be reviewed by an independent review 

panel 
• The date by which an application for an independent review must be made (15 school days 

from the date on which notice in writing of the governing board's decision is given to 
parents) 

• The name and address to which an application for a review and any written evidence 
should be submitted 

• That any application should set out the grounds on which it is being made and that, where 
appropriate, it should include reference to how the pupil’s special educational needs (SEN) 
are considered to be relevant to the permanent exclusion 

• That, regardless of whether the excluded pupil has recognised SEN, parents have a right to 
require the academy trust to appoint an SEN expert to advise the review panel 

• Details of the role of the SEN expert and that there would be no cost to parents for this 
appointment 

• That parents must make clear if they wish for an SEN expert to be appointed in any 
application for a review 

• That parents may, at their own expense, appoint someone to make written and/or oral 
representations to the panel, and parents may also bring a friend to the review 

• That, if parents believe that the permanent exclusion has occurred as a result of unlawful 
discrimination, they may make a claim under the Equality Act 2010 to the first-tier tribunal 
(special educational needs and disability), in the case of disability discrimination, or the 
county court, in the case of other forms of discrimination. Also that any claim of 
discrimination made under these routes should be lodged within 6 months of the date on 
which the discrimination is alleged to have taken place 

 
Independent review  
If parents apply for an independent review within the legal timeframe, the academy trust will 
arrange for an independent panel to review the decision of the governing board not to reinstate a 
permanently excluded pupil.  
 
Applications for an independent review must be made within 15 school days of notice being given to 
the parents by the governing board of its decision to not reinstate the pupil or, if after this time, 
within 15 school days of the final determination of a claim of discrimination under the Equality Act 
2010 regarding the permanent exclusion. 
 
A panel of 3 or 5 members will be constituted with representatives from each of the categories 
below. Where a 5-member panel is constituted, 2 members will come from the school governor 
category and 2 members will come from the headteacher category. At all times during the review 
process there must be the required representation on the panel: 
 

• A lay member to chair the panel who has not worked in any school in a paid capacity, 
disregarding any experience as a school governor or volunteer 

• Current or former school governors who have served as a governor for at least 12 
consecutive months in the last 5 years, provided they have not been teachers or 
headteachers during this time 

• Headteachers or individuals who have been a headteacher within the last 5 years 
 
A person may not serve as a member of a review panel if they: 
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• Are a member of the academy trust of the excluding school 
• Are the headteacher of the excluding school or have held this position in the last 5 years 
• Are an employee of the academy trust or the governing board, of the excluding school 

(unless they are employed as a headteacher at another school) 
• Have, or at any time have had, any connection with the academy trust, school, governing 

board, parents or pupil, or the incident leading to the exclusion, which might reasonably be 
taken to raise doubts about their impartiality 

• Have not had the required training within the last 2 years  
 

The panel must consider the interests and circumstances of the pupil, including the circumstances in 
which the pupil was permanently excluded, and have regard to the interests of other pupils and 
people working at the school. 
 
Taking into account the pupil’s age and understanding, the pupil or their parents will be made aware 
of their right to attend and participate in the review meeting and the pupil should be enabled to 
make representations on their own behalf, should they desire to. 
 
Where a SEN expert is present, the panel must seek and have regard to the SEN expert’s view of how 
SEN may be relevant to the pupil’s permanent exclusion.  
 
Where a social worker is present, the panel must have regard to any representation made by the 
social worker of how the pupil’s experiences, needs, safeguarding risks and/or welfare may be 
relevant to the pupil’s permanent exclusion.  
Where a VSH is present, the panel must have regard to any representation made by the social 
worker of how any of the child's background, education and safeguarding needs were considered by 
the headteacher in the lead up to the permanent exclusion, or are relevant to the pupil’s permanent 
exclusion. 
 
Following its review, the independent panel will decide to do 1 of the following: 
 

• Uphold the governing board’s decision 
• Recommend that the governing board reconsiders reinstatement 
• Quash the governing board’s decision and direct that they reconsider reinstatement (only if 

it judges that the decision was flawed) 
 

New evidence may be presented, though the school cannot introduce new reasons for the 
permanent exclusion or the decision not to reinstate. The panel must disregard any new reasons 
that are introduced.  
 
In deciding whether the decision was flawed and therefore whether to quash the decision not to 
reinstate, the panel must only take account of the evidence that was available to the governing 
board at the time of making its decision. This includes any evidence that the panel considers would, 
or should, have been available to the governing board and that it ought to have considered if it had 
been acting reasonably. 
 
If evidence is presented that the panel considers it is unreasonable to expect the governing board to 
have been aware of at the time of its decision, the panel can take account of the evidence when 
deciding whether to recommend that the governing board reconsider reinstatement. 
The panel’s decision can be decided by a majority vote. In the case of a tied decision, the chair has 
the casting vote.  
 
Once the panel has reached its decision, the panel will notify all parties in writing without delay.  
This notification will include:  
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• The panel’s decision and the reasons for it 
• Where relevant, details of any financial readjustment or payment to be made if the 

governing board does not subsequently decide to offer to reinstate the pupil within 10 
school days 

• Any information that the panel has directed the governing board to place on the pupil’s 
educational record  

 
School registers 
A pupil's name will be removed from the school admission register if:  
 

• 15 school days have passed since the parents were notified of the governing board’s 
decision to not reinstate the pupil and no application has been made for an independent 
review panel, or 

• The parents have stated in writing that they will not be applying for an independent review 
panel 

 
Where an application for an independent review has been made within 15 school days, the 
governing board will wait until that review has concluded before removing a pupil’s name from the 
register. While the pupil’s name remains on the school’s admission register, the pupil’s attendance 
will still be recorded appropriately. Where alternative provision has been made for an excluded pupil 
and they attend it, code B (education off-site) or code D (dual registration) will be used on the 
attendance register. Where excluded pupils are not attending alternative provision, code E (absent) 
will be used.  
 
Making a return to the LA 
Where a pupil’s name is to be removed from the school admissions register because of a permanent 
exclusion, the school will make a return to the LA. The return will include:  
 

• The pupil’s full name 
• The full name and address of any parent with whom the pupil normally resides 
• At least 1 telephone number at which any parent with whom the pupil normally resides can 

be contacted in an emergency 
• The grounds upon which their name is to be deleted from the admissions register (i.e., 

permanent exclusion)  
• Details of the new school the pupil will attend, including the name of that school and the 

first date when the pupil attended or is due to attend there, if the parents have told the 
school the pupil is moving to another school 

• Details of the pupil’s new address, including the new address, the name of the parent(s) the 
pupil is going to live there with, and the date when the pupil is going to start living there, if 
the parents have informed the school that the pupil is moving house 

 
This return must be made as soon as the grounds for removal is met and no later than the removal 
of the pupil’s name. 
 
Reintegration after a suspension or off-site direction  
Schools should support pupils to reintegrate successfully into school life and full-time education 
following a suspension or period of off-site direction. They should design a reintegration strategy 
that offers the pupil a fresh start; helps them understand the impact of their behaviour on 
themselves and others; teaches them to how meet the high expectations of behaviour in line with 
the school culture; fosters a renewed sense of belonging within the school community; and builds 
engagement with learning.  
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The reintegration strategy should be clearly communicated at a reintegration meeting before or at 
the beginning of the pupil’s return to school. During a reintegration meeting, the school should 
communicate to the pupil that they are valued and their previous behaviour should not be seen as 
an obstacle to future success. Where possible this meeting should include the pupil’s parents. 
However, it is important to note that a pupil should not be prevented from returning to a 
mainstream classroom if parents are unable or unwilling to attend a reintegration meeting. To 
ensure ongoing progress, the strategy should be regularly reviewed and adapted where necessary 
throughout the reintegration process in collaboration with the pupil, parents, and other relevant 
parties.  
 
Where necessary, schools should work with relevant staff and multi-agency organisations, such as 
teachers, pastoral staff, mentors, social workers, educational psychologists or the safer schools team 
to identify if the pupil has any SEND and/or health needs.  
 
A part-time timetable should not be used to manage a pupil’s behaviour and must only be in place 
for the shortest time necessary. Any pastoral support programme or other agreement should have a 
time limit by which point the pupil is expected to attend full-time, either at school or alternative 
provision. There should also be formal arrangements in place for regularly reviewing it with the pupil 
and their parents. In agreeing to a part-time timetable, a school has agreed to a pupil being absent 
from school for part of the week or day and therefore must treat absence as authorised.  
Schools can consider a range of measures to enable the pupil’s successful reintegration which can 
include, but are not limited to:  
 

• Maintaining regular contact during the suspension or off-site direction and welcoming the 
pupil back to school;  

• Daily contact with a designated pastoral professional in-school; 
• Use of a report card with personalised targets leading to personalised rewards;  
• Ensuring the pupil follows an equivalent curriculum during their suspension or off-site 

direction or receives academic support upon return to catch up on any lost progress; 18  
• Planned pastoral interventions;  
• Mentoring by a trusted adult or a local mentoring charity;  
• Regular reviews with the pupil and parents to praise progress being made and raise and 

address any concerns at an early stage;  
• Informing the pupil, parents and staff of potential external support. 

 
Monitoring arrangements 
The school will collect data on the following: 
 

• Attendance, permanent exclusions and suspensions  
• Use of pupil referral units, off-site directions and managed moves 
• Anonymous surveys of staff, pupils, governors and other stakeholders on their perceptions 

and experiences 
 
The data will be analysed every term the Headteacher who will report back to the governors. The 
data will be analysed from a variety of perspectives including: 
 

• At school level 
• By age group 
• By time of day/week/term 
• By protected characteristic  
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The school will use the results of this analysis to make sure it is meeting its duties under the Equality 
Act 2010. If any patterns or disparities between groups of pupils are identified by this analysis, the 
school will review its policies in order to tackle it. 
 
The multi academy trust will work with its academies to consider this data and to analyse whether 
there are patterns across the trust, recognising that numbers in one academy may be too low to 
allow for meaningful statistical analysis.  
 


