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We are here to enable every child to flourish. As a community, we act as a launchpad for the 
children in our care, inspiring them to dive into life's adventures and achieve personal success. 

Our behaviour and relationships policy is built on creating a safe, welcoming environment that 
motivates and supports everyone to develop lifelong strategies for success. We firmly believe 
that everyone has the potential to excel. By celebrating our uniqueness and cherishing our 
diversity, we commit to a simple goal: to make a difference, and to be the difference. 
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Statement of intent 

Billingborough Primary School believes that, in order to facilitate teaching and learning, 
acceptable behaviour must be demonstrated in all aspects of school life. The school is 
committed to: 

• Promoting desired behaviour. 

• Promoting self-esteem, self-discipline, proper regard for authority, and positive 
relationships based on mutual respect. 

• Ensuring equality and fair treatment for all.  

• Praising and rewarding good behaviour. 

• Challenging and disciplining misbehaviour. 

• Providing a safe environment free from disruption, violence, discrimination, bullying and 
any form of harassment. 

• Encouraging positive relationships with parents.  

• Developing positive relationships with pupils to enable early intervention. 

• A shared approach which involves pupils in the implementation of the school’s policy 
and associated procedures. 

• Promoting a culture of praise and encouragement in which all pupils can achieve.  

Reasonable and proportionate sanctions will be used where a pupil’s behaviour falls below the 
standard that is expected, alongside support to prevent recurring misbehaviour. 

The school acknowledges that behaviour can sometimes be the result of educational needs, 
mental health issues, or other needs or vulnerabilities, and will address these needs via an 
individualised graduated response.  
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1. Legal framework  

This policy has due regard to all relevant legislation and statutory guidance including, but not 
limited to, the following:  

• Education Act 1996 

• Education Act 2002 

• Education and Inspections Act 2006 

• Health Act 2006 

• The School Information (England) Regulations 2008 

• Equality Act 2010 

• Voyeurism (Offences) Act 2019 

• DfE ‘Use of reasonable force’ 

• DfE ‘Special educational needs and disability code of practice: 0 to 25 years’ 

• DfE ‘Mental health and behaviour in schools’ 

• DfE ‘Behaviour in schools: Advice for headteachers and school staff’  

• DfE ‘Keeping children safe in education’ 

• DfE ‘Searching, Screening and Confiscation: Advice for schools’  

• DfE ‘Suspension and Permanent Exclusion from maintained schools, academies and pupil 
referral units in England, including pupil movement’ 

• DfE ‘Mobile phones in schools’ 

• DfE ‘Creating a school behaviour culture: audit and action planning tools’ 

This policy operates in conjunction with the following school policies: 

• Pupil Code of Conduct 

• Social, Emotional and Mental Health (SEMH) Policy  

• Complaints Procedures Policy 
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• Special Educational Needs and Disabilities (SEND) Policy 

• Suspension and Exclusion Policy 

• Physical Intervention Policy 

• Child-on-child Abuse Policy 

• Child Protection and Safeguarding Policy 

• Smoke-free Policy  

• Pupil Drug and Alcohol Policy  

• Searching, Screening and Confiscation Policy  

• Anti-bullying Policy 

• Mobile Devices Policy 

• Behaviour Action Plan 

2. Roles and responsibilities 

The governing board will have overall responsibility for: 

• Ensuring that this policy, as written, does not discriminate on any grounds, including, but 
not limited to, age, disability, gender reassignment, gender identity, marriage and civil 
partnership, race, religion or belief, sex and sexual orientation. 

• Promoting a whole-school culture where pupils can learn in a calm, safe and supportive 
environment, where dignity and structure encompass every space and activity.  

• Handling complaints regarding this policy, as outlined in the school’s Complaints 
Procedures Policy. 

• Ensuring this policy is published on the school website. 

The headteacher will be responsible for: 

• The monitoring and implementation of this policy and of the behaviour procedures at 
the school. This includes monitoring the policy’s effectiveness in addressing any SEMH-
related drivers of poor behaviour. 
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• Establishing high expectations of pupils’ conduct and behaviour, and implementing 
measures to achieve this. 

• Determining the school rules and any disciplinary sanctions for breaking the rules. 

• The day-to-day implementation of this policy. 

• Reporting to the governing board on the implementation of this policy, including its 
effectiveness in addressing any social, emotional and mental health (SEMH)-related 
issues that could be driving disruptive behaviour. 

The senior mental health lead will be responsible for:  

• Overseeing the whole-school approach to mental health, including how this is reflected 
in this policy, how staff are supported with managing pupils with SEMH-related 
behavioural difficulties, and how the school engages pupils and parents with regards to 
the behaviour of pupils with SEMH difficulties. 

• Supporting behaviour management in line with the SEMH Policy. 

The SENCO will be responsible for: 

• Collaborating with the governing board, headteacher and the senior mental health lead, 
as part of the SLT, to determine the strategic development of behaviour and SEMH 
policies and provisions in the school.  

• Undertaking day-to-day responsibilities for the successful operation of the behaviour 
and SEMH policies to support pupils with SEND, in line with the school’s Special 
Educational Needs and Disabilities (SEND) Policy. 

• Supporting teachers in the further assessment of a pupil’s strengths and areas for 
improvement and advising on the effective implementation of support. 

Teaching staff will be responsible for: 

• Planning and reviewing support for pupils with behavioural difficulties in collaboration 
with parents, the SENCO and, where appropriate, the pupils themselves. 

• Aiming to teach all pupils the full curriculum, whatever their prior attainment. 

• Planning lessons to address potential areas of difficulty to ensure that there are no 
barriers to every pupil achieving their full potential. 

• Teaching and modelling expected behaviour and positive relationships, demonstrating 
good habits. 
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• Being responsible and accountable for the progress and development of the pupils in 
their class. 

• Not tolerating disruption and taking proportionate action to restore acceptable 
standards of behaviour. 

• Developing effective communications with parents, ensuring that they feel included in 
their child’s educational experiences. 

All members of staff, including teaching and support staff, and volunteers will be responsible 
for: 

• Adhering to this policy and applying it consistently and fairly. 

• Supporting pupils in adhering to this policy. 

• Promoting a supportive and high-quality learning environment.  

• Modelling high levels of behaviour. 

• Being aware of the signs of behavioural difficulties.  

• Setting high expectations for every pupil. 

• Being aware of the needs, outcomes sought, and support provided to any pupils with 
specific behavioural needs. 

• Keeping the relevant figures of authority up-to-date with any changes in behaviour. The 
relevant figures of authority include:  

­ SENCO. 

­ Headteacher. 

­ Subject leader. 

• As authorised by the headteacher, sanctioning pupils who display poor behaviour. 

• Developing supportive, respectful, and trustworthy relationships with each other. 

Pupils will be responsible for: 

• Their own behaviour both inside school and out in the wider community. 

• Reporting any unacceptable behaviour to a member of staff. 

Parents will be responsible for: 

Supporting their child in adhering to the school rules and reinforcing this at home. 
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Informing the school of any changes in circumstances which may affect their child’s behaviour. 

3. Definitions 

For the purposes of this policy, the school will define “serious unacceptable behaviour” as any 
behaviour which may cause harm to oneself or others, damage the reputation of the school 
within the wider community, and/or any illegal behaviour. This will include, but is not limited to, 
the following: 

• Discrimination – not giving equal respect to an individual on the basis of age, disability, 
gender identity, marriage and civil partnership, pregnancy and maternity, race, religion or 
belief, sex, and sexual orientation 

• Harassment – behaviour towards others which is unwanted, and has the purpose of effect 
of violating someone’s dignity or creating an intimidating, hostile, degrading, humiliating 
or offensive environment  for the individual or group of individuals 

• Vexatious behaviour – deliberately acting in a manner so as to cause annoyance or 
irritation 

• Bullying – is offensive, intimidating, malicious or insulting behaviour that can make a 
person feel vulnerable, upset, humiliated, undermined or threatened. Cyberbullying – the 
use of electronic communication to bully a person, typically by sending messages of an 
intimidating or threatening nature 

• Possession of legal or illegal drugs, alcohol or tobacco 

• Possession of banned items 

• Truancy and running away from school 

• Refusing to comply with disciplinary sanctions 

• Theft 

• Verbal abuse, including swearing, racist remarks and threatening language 

• Fighting and aggression 

• Persistent disobedience or disruptive behaviour 

• Extreme behaviour, such as violence and serious vandalism 
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• Any behaviour that threatens safety or presents a serious danger 

• Any behaviour that seriously inhibits the learning of pupils 

• Any behaviour that requires the immediate attention of a staff member 

For the purposes of this policy, the school will define “low-level unacceptable behaviour” as any 
behaviour which may disrupt the education of the perpetrator and/or other pupils, including, but 
not limited to, the following: 

• Lateness 

• Low-level disruption and talking in class 

• Failure to complete classwork 

• Rudeness 

• Lack of correct equipment 

• Refusing to complete homework, incomplete homework, or arriving at school without 
homework 

• Disruption on public transport 

• Use of mobile phones without permission 

• Graffiti 

“Low-level unacceptable behaviour” may be escalated to “serious unacceptable behaviour”, 
depending on the severity of the behaviour. 

4. Staff induction, development and support 

All new staff will be inducted clearly into the school’s behaviour culture to ensure they understand 
its rules and routines and how best to support all pupils to participate in creating the culture of 
the school. Staff will be provided with bespoke training, where necessary, on the needs of pupils 
at the school to enable behaviour to be managed consistently.  

The SLT will consider any appropriate training which is required for staff to meet their duties and 
functions in accordance with this policy, including on understanding matters which may affect 
a pupil’s behaviour, e.g. SEND and mental health needs. 
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Members of staff who have, or are aspiring to have, responsibilities for leading behaviour or 
supporting pupil wellbeing will be supported to undertake any relevant training or qualifications.  

Staff will know where and how to ask for assistance if they’re struggling to build and maintain an 
effective culture of positive behaviour. 

Staff voice will be considered when the school develops and refines its behaviour policies and 
procedures. 

The SLT and the headteacher will review staff training needs annually, and in response to any 
serious or persistent behaviour issues disrupting the running of the school. 

5. Social, emotional and mental health (SEMH) needs 

To help reduce the likelihood of behavioural issues related to SEMH needs, the school will create 
a safe and calm environment in which positive mental health and wellbeing are promoted and 
pupils are taught to be resilient. The school will promote resilience as part of a whole-school 
approach using the following methods: 

• Culture, ethos and environment – the health and wellbeing of pupils and staff is 
promoted through the informal curriculum, including leadership practice, policies, values 
and attitudes, alongside the social and physical environment  

• Teaching – the curriculum is used to develop pupils’ knowledge about health and 
wellbeing 

• Community engagement – the school proactively engages with parents, outside 
agencies and the wider community to promote consistent support for pupils’ health and 
wellbeing 

All staff will be made aware of how potentially traumatic adverse childhood experiences, 
including abuse and neglect, can impact on a pupil’s mental health, behaviour, and education. 
Where vulnerable pupils or groups are identified, provision will be made to support and promote 
their positive mental health. As far as possible, any likely triggers of misbehaviour will be 
anticipated and support shall be put in place to prevent these. The school’s SEMH Policy outlines 
the specific procedures that will be used to assess these pupils for any SEMH-related difficulties 
that could affect their behaviour.  
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6. Managing behaviour 

 

At Billingborough Primary School, we recognise the importance of intervening and supporting 
pupils with behaviour at Primary School. This is the first opportunity for such intervention for many 
pupils and, if successful, can impact their behaviour for the rest of their lives. It is a critical point 
in our pupils’ lives.  

We adopt and use a relationship behaviour model. The following table explains how it is applied: 

 

‘This is how we do it here’  

At Billingborough Primary School, our expectations are clear and consistent throughout school. 
From their very first day, all staff, parents and children are taught ‘how we do it here’. We have 
key expectations of every member of our school family. We expect every child and adult to be 
Truthful, Ready, Responsible and to do things Safely (TRY).  

This means that our children can learn and grow both academically and emotionally. From here, 
we can ensure that our children are able to discover and retain new knowledge and skills but 
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also develop as well-rounded, aspirational citizens with a strong set of values. Throughout the 
school, everyone is expected to uphold our school values: 

• We are curious 

• We are creative 

• We are compassionate 

 

These expectations are central to the way we manage all behaviours in school as well as through 
our PSHE curriculum and as part of ‘The Zones of Regulation’ and Self-Regulation teaching and 
learning. The Zones of Regulation is a whole school approach to help children develop, 
understand and manage their emotional literacy.  

Throughout the academic year, we shine the spotlight on our values so that children understand 
that the development of their values and their application of them are as important as their 
academic ability.  

As a school, we use Class Dojo as a way of monitoring and celebrating ‘Above and Beyond’ 
behaviours. We also use this platform as a means of engaging parents as partners in their child’s 
education and maintaining good communication regarding their child’s achievements and 
behaviour. 

 

Responses to mistakes and incidents 

At our school we accept and understand behaviour as a learning process. Children will push 
limits, boundaries, and societal norms as part of their development. They may also react in 
different ways to stress, boredom, lack of understanding, over-excitement, and disappointment. 
At our school, staff view behaviour mistakes as inevitable. This means that we offer support, help 
and guidance to the children so they can learn from their mistakes and improve for next time. It 
is our role, as fully developed adults, to help guide children and young people, to make helpful 
and positive choices when they can, by listening to them and explaining the impact their 
behaviour has on others (known as co-regulation). We know that this is the best way to respond 
to our children’s behaviour and maintain our relationship with them. The approach we strive for 
is based on the premise of ‘connection before correction’. 
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Our school believes in the power of using restorative approaches. Such processes do not shy 
away from using consequences, they also focus on the need to take responsibility for finding a 
constructive way forward for all concerned. This might mean a sincere apology followed by an 
act of kindness. Such approaches encourage the children of our school to think not only of the 
consequences of their behaviour on themselves, but also to consider the impact of their actions 
on others. 

In using this process at our school, we use four questions:  

• What happened? (reflection)  

• What were you feeling or thinking at the time?  

• Who has been affected? (empathy)  

• What can we do to make things right? (What can you do differently in future?) 

Using this approach, children can reflect on what has happened and the impact this may have 
had on others. They can have the chance to show the person that has been affected by their 
action that they are sorry. This may be a verbal or written apology, a picture, or an action.  

At our school, staff work with the children to ensure that they have learnt from an incident so that 
they can avoid such behaviour next time. Teaching of the skills required may be necessary to 
enable a different outcome in the future. The strategies involved, which include active listening, 
respectful discussion and taking ownership of issues, result in a positive ethos.  

The majority of pupils behave well and conform to the expectations of our school. We have a 
responsibility to operate an effective behaviour policy that encompasses preventative strategies 
for managing difficult and dangerous behaviour in relation to the whole school, each class, and 
individual pupils.  

For the majority of behaviour incidents, these can be managed within the classroom with the 
adult teaching them. When managing pupil behaviour, we need to consider the language we 
use. We should use: 

• Positive phrasing  

➢ Positive phrases are clear, uncomplicated, unambiguous instructions. The phrase should be 
supported with a ‘thank you’, to show an expectation that the pupil will comply  

• Limited choice of two options  
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➢ This will often follow a positive phrase, allow the child to have time to think, process and 
consider. Ensure that both options are options that are acceptable to the child but do not move 
away from the two choices that have been offered  

• Language to disempower the behaviour  

➢ Anti-social empowered behaviour needs to receive as little interaction as possible; this will 
send the message that the behaviour is pointless. At times, it might be effective to empower 
other prosocial behaviours within the dynamic  

• De-escalation  

➢ This should be addressed using a 5-point menu as below: 

 

When we do have to deal with behaviour that is considered unacceptable and is escalating, staff 
need to use de-escalation strategies to minimise the risks and reduce the behaviour response. 
To support this, we will ensure our body language is as follows:  

• Pupils are outside of an outstretched arm  

• Good distance between adults and children  

• Adults have a sideways stance  

• When in a room, leave the door open  

• Relaxed hands  
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• Manage height, not looking down  

 

When approaching a child who is demonstrating the unacceptable behaviour, the following de 
escalation script should be used, in any order, after addressing the child by name:  

• Address the child by name  

• I can see something has happened  

• I am here to help  

• Talk to me and I will listen  

• Come with me and … (provide a limited choice of two options) 

Instances of unacceptable behaviour will be taken seriously and dealt with immediately. Staff 
will respond promptly, predictably and with confidence to maintain a calm, safe learning 
environment. Staff will consider afterwards how to prevent such behaviour from recurring.  

The pastoral lead will keep a record of all reported incidents to help identify pupils whose 
behaviour may indicate potential mental health or safeguarding problems. All staff will be alert 
to changes in a pupil’s behaviour that could indicate they need help or protection. 

Pupils will be made aware of the pastoral support structures in place to help them manage their 
behaviour and how to engage with those structures when needed. 

Support, such as targeted discussions with pupils, a phone call with parents, and inquiries into 
circumstances outside of school by the DSL, will be provided alongside the use of sanctions to 
prevent the misbehaviour recurring. After an initial incident of negative behaviour, the following 
sanctions will be considered, with staff using their professional judgement and experience to 
determine what is appropriate and reasonable: 

• Issuing a verbal reprimand and reminder of the expected behaviour 

• Setting a written task, such as an account of their behaviour  

• Removal of privileges 

• School-based community service, e.g. tidying the classroom 

• Detention 
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Following repeated incidents of unacceptable behaviour, the following sanctions will be 
implemented: 

• The headteacher will consider whether the pupil should be suspended, in line with the 
school’s Suspension and Exclusion Policy, and will determine the length of the suspension 

• Although unacceptable behaviour does not necessarily mean a pupil has SEND, an 
assessment will be carried out at this stage to determine whether there are any 
undiagnosed learning or communication difficulties, or mental health issues that may be 
contributing to the pupil’s behaviour 

• Where a pupil is identified as having SEMH-related difficulties, SEND support will be put in 
place from the school’s national SEND budget 

• Where SEND is not identified, but the headteacher determines that support is still required 
for the pupil, an Individual Behaviour Plan will be created to outline the necessary 
provisions in place 

The headteacher will consider whether a permanent exclusion is necessary, in line with the 
school’s Suspension and Exclusion Policy, alongside alternative options such as a managed 
move or off-site direction to improve behaviour. 

For disciplinary sanctions to be lawful, the school will ensure that: 

• The decision to sanction a pupil is made by a paid member of school staff, or a member 
of staff authorised to do so by the headteacher. 

• The decision to sanction a pupil is made on the school premises or whilst the pupil is under 
the charge of a member of staff, such as during an educational trip or visit. 

• The decision to sanction a pupil is reasonable and will not discriminate on any grounds, 
e.g. equality, SEND or human rights. 

The school will ensure that all disciplinary sanctions are reasonable in all circumstances, and will 
consider the pupil’s age, religious requirements, SEMH needs, any SEND, and any other 
contributing factors, e.g. bullying, safeguarding or home life issues. 
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7. Prevention strategies, intervention, and sanctions for 
unacceptable behaviour 

This section outlines the school’s strategies for preventing unacceptable behaviour and initial 
interventions, minimising the severity of incidents, and using sanctions and support effectively 
and appropriately to improve pupils’ behaviour in the future.  

Initial interventions 

A range of initial intervention strategies to help pupils manage their behaviour and reduce the 
likelihood of more severe sanctions will be used. Support will consider the pupil’s specific needs 
and may be delivered outside of the classroom, in small groups or in one-to-one activities. A 
system will be in place to ensure relevant members of the SLT and pastoral staff are aware of 
any pupil that is: 

• Persistently misbehaving. 

• Not improving their behaviour following low-level sanctions. 

• Displaying a sudden change in behaviour from previous patterns of behaviour. 

Examples of initial interventions to address misbehaviour will include, but are not limited to, the 
following: 

• Frequently engaging with parents, including home visits where necessary 

• Providing mentoring and coaching 

• Short-term behaviour report cards  

• Long-term behaviour plans 

• Pupil support units 

• Engagement with local partners and agencies 

• Where the pupil has SEND, an assessment of whether appropriate provision is in place 
to support the pupil, and if the pupil has an EHC plan, contact with the LA to consider a 
review of the plan 
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A multi-agency assessment, such an early help assessment, that goes beyond a pupil’s 
education will be considered where serious concerns about a pupil’s behaviour exist. 

Behaviour curriculum 

Positive behaviour will be taught to all pupils as part of the behaviour curriculum, in order to 
enable them to understand what behaviour is expected and encouraged and what is 
unacceptable. Positive reinforcement will be used by staff where expectations are met to 
acknowledge good behaviour and encourage repetition. The behaviour curriculum will focus on 
defining positive behaviour and making it clear what this looks like, including the key habits and 
routines required by the school, e.g. lining up quietly outside the classroom before a lesson. 

Routine will be used to teach and reinforce the expected behaviours of all pupils. Appropriate 
and reasonable adjustments to routines for pupils with additional needs, e.g. SEND, will be made. 
Consistent and clear language will be used when acknowledging positive behaviour and 
addressing misbehaviour. 

Positive teacher-pupil relationships  

Positive teacher-pupil relationships are key to combatting unacceptable behaviour. The school 
will focus heavily on forming positive relationships based on predictability, fairness and trust to 
allow teachers to understand their pupils and create a strong foundation from which 
behavioural change can take place. 

Preventative measures for pupils with SEND 

Behaviour will always be considered in relation to a pupil’s SEND. If it is deemed that a pupil’s 
SEND has contributed to their misbehaviour, the school will consider whether it is appropriate 
and lawful to sanction the pupil.  

Where a pupil is identified as having SEND, the graduate approach will be used to assess, plan, 
deliver and review the impact of support being provided.  

The school will aim to anticipate likely triggers of misbehaviour and put in place support to 
prevent these, taking into account the specific circumstances and requirements of the pupil 
concerned. Measures the school will implement where appropriate include, but are not limited 
to, the following: 

• Short, planned movement breaks for a pupil whose SEND means they find it difficult to sit 
still for long 
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• Ensuring a pupil with visual or hearing impairment is seated in sight of the teacher 

• Adjusting uniform requirements for a pupil with sensory issues or relevant medical 
condition 

• Training for staff in understanding autism and other conditions  

De-escalation strategies 

Where negative behaviour is present, staff members will implement de-escalation strategies to 
diffuse the situation. This will include: 

• Appearing calm and using a modulated, low tone of voice. 

• Using simple, direct language. 

• Avoiding being defensive, e.g. if comments or insults are directed at the staff member. 

• Providing adequate personal space and not blocking a pupil’s escape route. 

• Showing open, accepting body language, e.g. not standing with their arms crossed. 

• Reassuring the pupil and creating an outcome goal. 

• Identifying any points of agreement to build a rapport. 

• Offering the pupil a face-saving route out of confrontation, e.g. that if they stop the 
behaviour, then the consequences will be lessened. 

• Rephrasing requests made up of negative words with positive phrases, e.g. “if you don’t 
return to your seat, I won’t help you with your work” becomes “if you return to your seat, I 
can help you with your work”. 

Using logical consequences 
The use of consequences: Consequences can be a useful response to behaviours, 
remembering that some behaviours result in positive consequences such as receiving a 
certificate or being given Dojo points. When responding to unwanted behaviour, the 
consequences we use in our school always have a clear link to the incident so the young 
person can learn how to behave more appropriately should a similar situation occur, tailoring 
this to the needs of the individual. Children should develop an understanding that there will be 
a consistent response and consequence to unwanted behaviours at school, in order to learn to 
self-regulate in the future.  
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Where possible, a logical consequence (natural reparation) is used e.g., clean graffiti off the 
door, clean up the mess, pay for replacement of item. Where this is not possible a close 
alternative should be used.  

For all behaviours, adults should consider if the child has adequate cognitive understanding 
and the right support to manage their behaviour. Approaches and strategies should be 
adapted to take this into account. Reasonable adjustments, including greater levels of support, 
may be needed some pupils.  

In Reception and Year 1, we teach pupils the rules and how to behave in school. Our approach 
and strategies help them to learn to do this with increasing independence.  

In Year 2 and Year 3, we support pupils to follow the rules they have already learnt. They may 
still need help but are generally able to manage their behaviour with greater independence.  

In Years 4, 5 and 6, we expect pupils to manage their behaviour independently most of the time 
using the tools and strategies they have learned earlier in school. 
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*refusal – the act of refusing not to do something. May be due to cognitive or emotional 
overload.  

*defiance – an intentional act of disobedience often used to demonstrate power. 

Physical intervention 

In line with the school’s Physical Intervention Policy, trained members of staff will have the legal 
right to use reasonable force to prevent pupils from committing an offence, injuring themselves 
or others, or damaging  property, and to maintain good order and discipline at the school or 
among pupils. Physical restraint will only be used as a last resort and as a method of restraint. 
Staff members will use their professional judgement of the incident to decide whether physical 
intervention is necessary. The situations in which physical restraint may be appropriate are 
detailed in the Physical Intervention Policy. Wherever possible, staff will ensure that a second 
member of staff is present to witness the physical intervention used.  

After an instance of physical intervention, the pupil will be immediately taken to the headteacher, 
and the pupil’s parent will be contacted. Where appropriate, the headteacher may decide to 
temporarily remove the pupil from the school via a suspension. Where suspension is carried out, 
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the pupil’s parent will be asked to collect the pupil and take them home for the rest of the day – 
pupils will not be sent home without the school contacting their parent. 

Any violent or threatening behaviour will not be tolerated by the school and may result in a 
suspension in the first instance. It is at the discretion of the headteacher to determine what 
behaviour necessitates an exclusion, in line with the Suspension and Exclusion Policy. 

When using reasonable force in response to risks presented by incidents involving pupils with 
SEND or medical conditions, staff will recognise and consider the vulnerability of these groups 
and understand their legal duty to make reasonable adjustments for disabled children and 
children with SEND.  

Removal from the classroom 

The school may decide to remove pupils from the classroom for a limited period, at the 
instruction of a member of staff. 

The pupil will be moved to a room that is: 

• In an appropriate area of the school. 

• Stocked with appropriate resources. 

• Suitable to learn and refocus. 

• Supervised by trained members of staff. 

The school will only remove pupils from the classroom where absolutely necessary and for the 
following reasons: 

• To maintain the safety of all pupils and restore stability following an unreasonably high 
level of disruption 

• To enable disruptive pupils to be taken to a place where education can continue in a 
managed environment 

• To allow the pupil to regain calm in a safe space 

The school will ensure that pupils’ health and safety is not compromised during their time away 
from the classroom, and that any additional requirements, such as SEND needs, are met. Parents 
will be informed on the same day if their child has been removed from the classroom.  
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The amount of time that a pupil spends removed from the classroom will be up to the school to 
decide. This could be for more than one school day. The school will ensure that the pupil is not 
removed from the classroom any longer than necessary.  

The staff member in charge and supervising the pupil will decide what the pupil may and may 
not do during their time spent removed from the classroom. The headteacher will request that 
the pupil’s class teachers set them appropriate work to complete. The headteacher and other 
appropriate teachers will consider whether any assessment of underlying factors of disruptive 
behaviour is needed, and facilitate reflection by the pupil on the behaviour that led to their 
removal from the classroom and what they can do to improve and avoid such behaviour in the 
future. 

The headteacher will establish a clear process for the reintegration of a pupil who has been 
removed from the classroom when it is deemed appropriate and safe for them to return. 
Consideration will be given to what support is needed to help the pupil return and meet the 
expected standards of behaviour. Reintegration meetings will be held between the school, pupil 
and their parents, and other agencies if relevant, where necessary. 

Pupils will be permitted to eat during the allocated times of the school day and may use the toilet 
as required. 

Detentions 

The school will make it clear to parents and pupils that they are able to use detention as a 
sanction to deter future misbehaviour, both during and outside of school hours. A detention will 
typically consist of a short period where the pupil is required to remain under supervision of 
school staff when their peers have been allowed to go home or to break. The use of detention as 
a sanction will be applied fairly and consistently, and staff and pupils will be made aware of 
when it may be used.  

All teachers at the school will be permitted to impose detention on a pupil, unless the 
headteacher decides to withdraw this power from any teacher. The headteacher may decide to 
delegate the power to impose detention to volunteers, such as parents who assist during 
educational visits or trips. 

The following indicate the times during which detention can be held outside of school hours: 

• Any school day where the pupil is not authorised to be absent 
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• Weekends during term, except for any weekend preceding or following a half-term 

• Any non-teaching day, e.g. INSET days 

Parental consent will not be required for detentions and, therefore, the school will be able to issue 
detention as a sanction without first notifying the parents of the pupil, including for same-day 
detentions. 

When issuing detentions, members of staff will ensure that they do so reasonably within the given 
circumstances, and that they consider any additional needs of the pupil. If the detention is during 
lunchtime, 25 minutes will be allocated to allow the pupil time to eat, drink and use the toilet. 
When determining whether it is reasonable to issue a detention outside of school hours, staff will 
consider the following: 

• Whether the detention is likely to put the pupil at increased risk.  

• Whether the pupil has known caring responsibilities 

• Whether the detention timing conflicts with a medical appointment 

• Whether the parents ought to be informed of the detention – in most cases it will be 
necessary to do so, but it may not be if the detention is for a short period after school and 
the pupil is able to return home safely. 

• Whether suitable travel arrangements can reasonably be made by the parent for the 
pupil; it does not matter whether these transport arrangements are inconvenient for the 
parent. 

Detentions will not be issued where there is any reasonable concern that it would compromise a 
pupil’s safety. An alternative and appropriate sanction will be issued instead. 

8. Sexual abuse and harassment 

The school will promote and enforce a zero-tolerance approach to all forms of sexual abuse and 
harassment, including sexual harassment, gender-based bullying and sexual violence. The 
school’s procedures for handling child-on-child sexual abuse and harassment are detailed in 
the Child-on-child Abuse Policy. 

The school will respond promptly and appropriately to any sexual harassment complaints in line 
with the Child Protection and Safeguarding Policy; appropriate steps will be taken to stop the 
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harassment and prevent any reoccurrence. Disciplinary sanctions for incidents of sexual 
harassment will be determined based on the nature of the case, the ages of those involved and 
any previous related incidents. In instances where reports of sexual abuse or harassment are 
proven to be deliberately invented or malicious, the school will consider whether any disciplinary 
action is appropriate for the individual who made the false reports. The DSL shall be involved in 
this process. 

Where the school is responding to a report of sexual violence, the school will take immediate 
steps to ensure the victim and other pupils are protected. The DSL will work closely with the police, 
and any other agencies as required, to ensure that any action the school takes, e.g. disciplinary 
sanctions, will not jeopardise the police investigation. 

9. Smoking and controlled substances 

The school will follow the procedures outlined in its Smoke-free Policy and Pupil Drug and Alcohol 
Policy when managing behaviour in regard to smoking and nicotine products, legal and illegal 
drugs, and alcohol. 

In accordance with the Health Act 2006, the school is a smoke-free environment. Parents, visitors, 
staff and pupils will be instructed not to smoke on school grounds. Pupils will not be permitted to 
bring smoking materials or nicotine products to school.  

The school will have a zero-tolerance policy on illegal drugs, legal highs and other controlled 
substances. Where incidents with pupils related to controlled substances occur, the school will 
follow the procedures outlined in the Pupil Drug and Alcohol Policy and Child Protection and 
Safeguarding Policy.   

10. Prohibited items, searching pupils and confiscation 

Headteachers and staff authorised by them will have a statutory power to search pupils or their 
possessions, without consent, where they have reasonable grounds for suspecting that the pupil 
may have a prohibited item. Authorised members of staff will be permitted to use reasonable 
force when conducting a search without consent for the prohibited items listed below, in line with 
the school’s Physical Intervention Policy. The prohibited items where reasonable force may be 
used are:  

• Knives and weapons. 

• Alcohol. 
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• Illegal drugs. 

• Stolen items. 

• Tobacco and cigarette papers. 

• Fireworks. 

• Pornographic images. 

• Any article that the member of staff reasonably suspects has been, or is likely to be, used: 

- To commit an offence; or 

- To cause personal injury to any person, including the pupil themselves; or 

- To damage the property of any person, including the pupil themselves. 

Pupils will not be permitted to use their mobile phones during the course of the school day in 
accordance with the Mobile Devices Policy. Any pupil found using their mobile phone during the 
school day will have their device confiscated. Staff members will consider whether confiscation 
is proportionate and consider any special circumstances relevant to the case. The headteacher 
will determine the proportionate length of time for confiscation. 

Staff members will have the power to search a pupil or their possessions where they have 
reasonable grounds to suspect a pupil is in possession of a prohibited item. Mobile phones and 
similar devices will be items that staff may search for. 

The school will also identify the following as prohibited items which may be searched for by 
authorised staff without consent if necessary; however, reasonable force will not be used under 
any circumstances: 

• E-cigarettes and vapes 

• Lighters 

• Aerosols 

• Legal highs/psychoactive substances 

• Energy drinks 

• Mobile phones 
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All members of staff can use their power to search without consent for any of the items listed 
above. Staff will follow the provisions outlined in the school’s Searching, Screening and 
Confiscation Policy when conducting searches and confiscating items. 

11. Effective classroom management 

Well-managed classrooms are paramount to preventing disruptive and unacceptable 
behaviour. Effective classroom management will allow staff to: 

• Start the year with clear sets of rules and routines that are understood by all pupils. 

• Establish agreed rewards and positive reinforcements. 

• Establish sanctions for misbehaviour. 

• Establish clear responses for handling behavioural problems. 

• Encourage respect and development of positive relationships.  

• Make effective use of the physical space available. 

• Have well-planned lessons with a range of activities to keep pupils stimulated. 

Subject to reasonable adjustments, e.g. those made for pupils whose SEND may affect their 
behaviour, pupils will be expected to follow the school Pupil Code of Conduct, which requires 
pupils to: 

• Conduct themselves around the school premises in a safe, sensible and respectful 
manner. 

• Arrive to lessons on time and fully prepared. 

• Follow reasonable instructions given by staff. 

• Behave in a reasonable and polite manner towards all staff and pupils. 

• Show respect for the opinions and beliefs of others. 

• Complete classwork as requested. 

• Hand in homework at the time requested. 

• Report unacceptable behaviour. 
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• Show respect for the school environment.  

Classroom rules and routines 

The school will have an established set of clear, comprehensive and enforceable classroom rules 
which define what is acceptable behaviour and what the consequences are if rules are not 
adhered to. Attention is given to how rules are worded, such as the use of positive language 
rather than negative, e.g. “act respectfully towards your peers and teachers”, rather than “do not 
act disrespectfully towards your peers and teachers”. 

The school will also have an established set of classroom routines to help pupils work well, in the 
understanding that behavioural problems can arise due to the lack of a consistent routine. This 
includes teachers ensuring that before lessons begin, they have the full attention of all pupils, 
then explaining the task clearly so all pupils understand what they are supposed to be doing. 

The headteacher will ensure all teachers understand classroom rules and routines and how to 
enforce them, including any sanctions for not following the rules.  

Teachers will support pupils to understand and follow classroom rules and routines. Teachers 
will inform pupils of classroom rules and routines at the beginning of the academic year and 
revisit these daily. Where appropriate, teachers will explain the rationale behind the rules and 
routines to help pupils understand why they are needed, and will model rules and routines to 
ensure pupils understand them. Teachers will also explain clearly to pupils what will happen if 
they breach any classroom rules to ensure pupils are aware of the sanctions that may be 
imposed. 

To support pupils’ continued awareness and understanding of classroom rules and routines, 
teachers will reinforce them in a range of ways, e.g. placing posters of the rules on classroom 
walls and providing regular verbal reminders of the routines. Teachers will also ensure that 
classroom rules and routines remain consistent and are practised throughout the year to create 
a more productive and enjoyable environment. 

At the beginning of the school year, once the classroom rules have been devised, pupils will be 
provided with a classroom rules agreement which they are required to read and sign. All rules 
outlined in the classroom rules agreement are applicable to pupils’ behaviour elsewhere on the 
school premises and outside of the school – teachers will ensure that pupils understand this. 
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Pupils will be confident in asking for help if they’re struggling to meet expectations of behaviour 
in the classroom. Individually targeted pastoral support will be provided to these pupils when 
necessary. 

For younger pupils, parents will read the classroom rules agreement with their child and sign it 
on their behalf. 

Modelling Positive Behaviour 
All staff, every day, will ensure that they:  

1. Always greet a child with warmth, politeness and respect.  

2. Prioritise the development of positive relationships with, and between, children  

3. PRAISE IN PUBLIC – Deliberately and persistently catch children doing the right thing and 
praise them in front of others  

4. REPRIMAND IN PRIVATE where possible – Deal with unwanted behaviour quietly and / or away 
from other children  

5. Never walk past or ignore children who are failing to meet expectations  

6. Always redirect children by referring to be ‘encouraging, respectful and resilient  

7. Support pupils to always move around school quietly and sensibly.  

8. Use children’s names rather than pronouns or nicknames such as ‘you’, ‘sweetheart’ etc  

9. Be a good role model through ensuring classrooms are organised effectively, lessons are 
ready to go, and appropriate adaptations are made to cater for SEND children and those 
children with disabilities  

10. Follow guidance for use of Class Dojo to ensure a consistent approach for all children 
throughout the school  

11. Record more serious behaviour incidences on CPOMS ensuring that class teachers are 
‘tagged’ in (Refer to section on CPOMS for further guidance)  

12. Use behaviour scripts consistently when dealing with escalated behaviours 
 

When communicating, all staff will:  

1. Use a polite, calm tone of voice at all times  

2. Avoid use overly emotional words to describe behaviour, e.g. ‘disgusting’ or ‘terrible’ instead 
using ‘not nice’ or ‘not kind’  

3. Focus on the behaviour, not the child  

4. Use ‘we’ when talking about expectations “At Billingborough Primary School, we walk quietly.”  
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5. Use ‘if’ and ‘then’ to clarify actions and consequences, e.g: ‘If you choose to throw a pencil, 
you will then miss your play.’  

6. Follow through on ‘if’ and ‘then’ statements made but don’t make threats which do not follow 
the school system, including giving class or group sanctions where an individual or individuals 
are at fault  

7. If an adult makes a mistake or jumps to an incorrect conclusion – they will apologise. It is 
important to model that mistakes are normal and that we take responsibility for our actions. 

 

In addition to the expectations of all adults, the Headteacher and members of the Leadership 
Team must also: 

• Be a visible presence around school  

• Regularly celebrate students whose efforts go above and beyond expectations  

• Encourage use of praise, communication with parents as soon as possible, certificates and 
stickers to reward above and beyond behaviour  

• Ensure staff training needs are identified and met  

• Support staff in managing students with more complex or challenging behaviours and parent 
communication when needed and know when to seek support. It is always ok to ask for help. 

 

Pupil’s responsibilities are:  

• Demonstrate our school values by being encouraging, respectful, resilient, aspiring and 
enriching  

• Move around the school quietly and sensibly  

• Ensure shared are kept tidy and organised  

• Respect school resources and equipment  

• Be responsible for their own belongings  

• Actively engage in lessons  

• Follow instructions given by adults in school  

• Let an adult know if there is a problem 
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Parental responsibilities are:  

• Take all steps possible to ensure that children have had a good night’s sleep and have eaten 
breakfast  

• Inform school of any changes in circumstances which may influence a child’s learning or 
behaviour  

• Promote the importance of education and good behaviour choices to children  

• Have high aspirations for their children  

• Stay connected to Dojo and discuss Dojo points with their children  

• Be supportive of the school values and promote them at home  

• Support the school’s Behaviour and Relationship Policy and co-operate fully with any 
behaviour procedures should they become necessary  

• Engage positively and respectfully with school staff  

• Act as a good role model for our children whilst on the school site  

• Relay any concerns directly to school appropriately  

Governors must:  

Carry out their legal responsibilities to the school and ensure that:  

• The school strives to give the best education for every pupil  

• Staff are both supported and challenged to ensure the school meets the needs of all its pupils  

• School policies outline the best possible education and care  

• Funding received by the school is used efficiently to support learning  

• Governors visit the school regularly and make it a priority to raise academic standards in the 
school 

The classroom environment 

The school understands that a well-structured classroom environment is paramount to 
preventing poor behaviour. This includes the teacher positioning themselves effectively within 
the classroom, e.g. wherever possible, teachers avoid standing with their backs to pupils and 
ensure they have full view of the room at all times. 
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Teachers will employ strategic seating arrangements to prevent poor behaviour and enable it 
to be noticed early, such as: 

• Seating those who frequently model poor behaviour closest to, and facing, the teacher. 

• Seating those who frequently model poor behaviour away from each other. 

• Ensuring the teacher can see pupils’ faces, that pupils can see one another, and that they 
can see the board. 

• Ensuring the teacher can move around the room so that behaviour can be monitored 
effectively. 

Praise and rewards 

The school will recognise that praise is key to making pupils feel valued and ensuring that their 
work and efforts are celebrated. When giving praise, teachers will ensure: 

• They define the behaviour that is being rewarded. 

• The praise is given immediately following the desired behaviour. 

• The way in which the praise is given is varied. 

• Praise is related to effort, rather than only to work produced. 

• Perseverance and independence are encouraged. 

• Praise is only given when a pupil’s efforts, work or behaviour need to be recognised, rather 
than continuously without reason. 

• The praise given is always sincere and is not followed with immediate criticism. 

Whilst it is important to receive praise from teachers, the school understands that peer praise is 
also effective for creating a positive, fun and supportive environment. Teachers will encourage 
pupils to praise one another, and praise another pupil to the teacher, if they see them modelling 
good behaviour. 

As with praise, the school understands that providing rewards after certain behaviour means 
that pupils are more likely to model the same behaviour again. For rewards to be effective, the 
school recognises that they need to be: 

• Immediate – immediately rewarded following good behaviour. 
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• Consistent – consistently rewarded to maintain the behaviour. 

• Achievable – keeping rewards achievable to maintain attention and motivation. 

• Fair – making sure all pupils are fairly rewarded. 

Rewards for good behaviour will include, but are not limited to: 

• Verbal praise 

• Communicating praise to parents 

• Certificates, prize ceremonies and special assemblies 

• Positions of responsibility, e.g. being entrusted with a particular project 

• Trips and activities for a whole-class or year group 

12. Effective pupil support 

The school recognises that the core purpose of providing alternative provision for pupils who 
struggle to meet expected standards of behaviour is to successfully integrate them back into 
the regular classroom environment. Alternative provision may also be required for pupils with 
additional needs. 

Designated wellbeing staff will have clearly defined responsibilities, enabling pupils to receive 
the most effective support. Designated wellbeing staff will also have an accurate view of the 
needs of identified pupils. 

Designated staff will engage with external partners and specialist agencies to access further 
appropriate support when required. 

13. Behaviour outside of school premises 

Pupils at the school must agree to represent the school in a positive manner. The guidance laid 
out in the Pupil Code of Conduct will apply both inside school and out in the wider community, 
particularly if the pupil is dressed in school uniform. 

Staff can sanction pupils for misbehaviour outside of the school premises, including conduct 
online, provided the pupil is: 

• Wearing school uniform. 
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• Travelling to or from school. 

• Taking part in any school-related activity. 

• In any way identifiable as being a pupil at the school. 

Staff may also sanction pupils for misbehaviour outside the school premises, including conduct 
online, that: 

• Could negatively affect the reputation of the school. 

• Could pose a threat to another pupil, a member of staff at the school, or a member of the 
public. 

• Could have repercussions for the orderly running of the school. 

Any bullying, including cyberbullying, witnessed outside of the school premises and reported to 
the school will be dealt with in accordance with the Anti-bullying Policy.  

The school will impose the same sanctions for bullying incidents and non-criminal misbehaviour 
witnessed or reported outside of the school premises as would be imposed for the same 
behaviour conducted on school premises. In all cases of unacceptable behaviour outside of the 
school premises, staff will only impose sanctions once the pupil has returned to the school 
premises or when under the supervision of a member of staff. 

Complaints from members of the public about the behaviour of pupils from the school are taken 
very seriously and will be dealt with in accordance with the Complaints Procedures Policy. 

14. Data collection and behaviour evaluation 

The school will collect data from the following sources: 

• Behaviour incident data, including on removal from the classroom 

• Attendance, permanent exclusion and suspension data 

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

• Incidents of searching, screening and confiscation 

• Anonymous surveys for staff, pupils, governors, and other stakeholders on their 
perceptions and experiences of the school behaviour culture 
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The data will be monitored and objectively analysed termly by the headteacher and the SLT. 
Attempts will be made to identify possible factors contributing to the behaviour, any system 
problems or inadequacies with existing support. The data will also be analysed considering the 
protected characteristics under the Equality Act 2010 to inform school policies and practice. 

Staff will help to paint a whole-school picture of an effective behaviour culture by being held 
accountable for their part in maintaining the school’s behaviour systems and processes. 

15. Monitoring and review 

This policy will be reviewed by the headteacher and senior mental health lead on an annual 
basis; they will make any necessary changes and communicate these to all members of staff 
and relevant stakeholders. 

This policy will be made available for Ofsted inspections and reviews by the lead inspector, upon 
request. 

The next scheduled review date for this policy is September 2027. 
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Statement of intent 

Billingborough Primary School understands that promoting good behaviour is essential for 
promoting a high-quality education.  

Amongst other disciplinary sanctions, the school recognises that suspension and exclusion of 
pupils may be necessary where there has been a serious breach, or consistent breaches, of the 
school’s Behaviour Policy. Suspending or excluding a pupil may also be required in instances 
where allowing the pupil to remain in school would be damaging to the education and welfare 
of themselves or others; in all cases, suspending or excluding pupils should only be used as a 
means of last resort. 

The school has created this policy to clearly define the legal responsibilities of the headteacher, 
governing board and LA when responding to pupil suspensions and exclusions, to ensure that 
they are dealt with both fairly and lawfully, and in line with DfE statutory guidance. This policy 
also aims to secure a pupil’s right to an education despite having been suspended or excluded, 
by ensuring that appropriate arrangements are in place. 

A “suspension” is defined as the temporary removal of a pupil from the school for behaviour 
management purposes. 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. 

An “exclusion” is defined as the permanent removal of a pupil from the school, 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 pupils or staff in 
the school. 
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16. Legal framework  

This policy has due regard to all relevant legislation including, but not limited to, the following:  

• Education Act 1996 

• Education Act 2002  

• Education and Inspections Act 2006 

• The Education (Provision of Full-Time Education for Excluded Pupils) (England) Regulations 
2007  

• Equality Act 2010 

• The School Discipline (Pupil Exclusions and Reviews) (England) (Amendment and 
Transitional Provision) Regulations 2023 

• The European Convention on Human Rights (ECHR) 

• Children’s Wellbeing and Schools Act 2026 

This policy also has due regard to statutory and non-statutory guidance, including, but not 
limited to, the following: 

• DfE ‘Suspension and Permanent Exclusion from maintained schools, academies and pupil 
referral units in England, including pupil movement’  

• DfE ‘Behaviour in Schools’ 

• DfE ‘Special educational needs and disability code of practice: 0 to 25 years’ 

• DfE ‘Mental health and behaviour in schools’ 

This policy operates in conjunction with the following school policies: 

• Behaviour Policy 

• Anti-bullying Policy 

• Pupil Code of Conduct 

• Special Educational Needs and Disabilities (SEND) Policy 

• Social, Emotional and Mental Health (SEMH) Policy 
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• Child Protection and Safeguarding Policy 

17. Roles and responsibilities  

The LA is responsible for: 

• Having due regard to the relevant statutory guidance when carrying out its duties in 
relation to the education of LAC. 

• Arranging suitable full-time education for any pupil of compulsory school age excluded 
permanently, in coordination with the school. 

• Reviewing and reassessing pupils’ needs in consultation with their parents where they 
have an EHC plan and are excluded permanently, with a view to identifying a new 
placement. 

• Arranging the hearing without delay at a time, date and venue convenient for all parties.  

• Ensuring the independent review panel consists of three or five members as appropriate, 
which represent the required categories. 

• Ensuring all panel members and the clerk have received training within the two years prior 
to the date of the review. 

• If requested by parents, appointing a SEND expert to attend the panel and covering the 
associated costs of this appointment. 

The trust is responsible for: 

• Arranging for an independent review panel hearing to review the decision of the governing 
board not to reinstate a permanently excluded pupil where required.  

• Arranging for the independent review panel hearing to be held via remote access where 
requested by parents or excluded pupils aged 18 and above. 

The governing board is responsible for: 

• Providing information to the Secretary of State and LA about any suspensions and 
exclusions within the last 12 months. 

• Arranging suitable full-time education for any pupil of compulsory school age who is 
suspended, where required.  
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• Considering parents’ representations about suspensions and exclusions within 15 school 
days of receiving notice if the appropriate requirements are met. 

• Where a suspension or exclusion would result in a pupil missing a public examination or 
test, considering the suspension or exclusion before this date. 

• Considering whether it would be appropriate for a pupil to be permitted onto the school 
premises to sit the public examination or test. 

• Arranging the representation meeting at a time and date convenient to all parties, but in 
compliance with the statutory time limits. 

• Arranging for the representation meeting to take place via remote access where 
requested by parents or excluded pupils aged 18 and over. 

• Adhering to its responsibilities to consider the reinstatement of pupils. 

• Considering the interests and circumstances of the suspended or excluded pupil, 
including the circumstances in which they were suspended or excluded, and have due 
regard to the interests of others at the school. 

• Using the civil standard of proof (based on the ‘balance of probabilities’, it is more than 
likely that the fact is true) when establishing the facts relating to a suspension or exclusion. 

• Ensuring clear minutes are taken of the representation meeting. 

• Noting the outcome of the representation meeting on the pupil’s education record, along 
with copies of relevant papers for future reference. 

• Notifying the pupil’s parents, the headteacher and the LA of its decision and the reasons 
for it, without delay. 

• Appointing a clerk to provide advice to the relevant panel and parties to the review on 
procedure, law and statutory guidance on suspensions and exclusions. 

• Where appropriate, informing parents of where to apply for an independent review panel. 

• Informing parents of relevant sources of information. 

• Ensuring a pupil’s name is removed from the school admissions register, where 
appropriate. 

• Reconvening within 10 school days to reconsider reinstatement of a pupil where directed 
to do so by the suspensions and exclusions review panel. 
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• Using data to evaluate the school’s practices regarding intervention, suspension and 
exclusion.  

The clerk to the suspensions and exclusions review panel is responsible for: 

• Informing the appropriate individuals that they are entitled to: 

­ Make written representations to the panel. 

­ Attend the hearing and make oral representations to the panel. 

­ Be represented. 

• Circulating copies of relevant papers at least five school days before the review to all 
parties. 

• Giving all parties details of those attending and their role, once the position is clear. 

• Attending the review and ensuring that minutes are produced in accordance with 
instructions from the panel within the timeframe of the policy. 

The headteacher is responsible for: 

• Implementing good levels of discipline to ensure all pupils can benefit from the 
opportunities provided by education and to minimise potential suspensions and 
exclusions. 

• Applying the civil standard of proof when establishing the facts in relation to a suspension 
or exclusion. 

• Complying with their statutory duties in relation to pupils with SEND when administering 
the suspension or exclusion process, as outlined in the Special Educational Needs and 
Disabilities (SEND) Policy. 

• Considering any contributing factors that are identified after an incident of poor 
behaviour has occurred, e.g. if a pupil has suffered bereavement, experienced bullying or 
has a mental health issue. 

• Considering the use of a multi-agency assessment for a pupil who demonstrates 
persistent disruptive behaviour. 

• Reviewing the effectiveness of suspensions and exclusions as sanctions, e.g. if a pupil has 
received multiple suspensions or is approaching the legal limit for suspensions in an 
academic year. 
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• Considering what extra support may be needed to identify and address the needs of 
individual pupils, particularly those with SEND, those eligible for FSM, LAC and those from 
certain ethnic groups. 

• Engaging effectively with parents in supporting the behaviour of pupils with additional 
needs.  

• Determining whether a pupil will be suspended or excluded on disciplinary grounds. 

• Adhering to their responsibilities when cancelling an exclusion before the governing board 
has met to consider whether the pupil should be reinstated. Withdrawing any suspensions 
or exclusions that have not been reviewed by the governing board, where appropriate. 

• Ensuring any decision to suspend or exclude is lawful, rational, reasonable, fair and 
proportionate. 

• Complying with the requirements of the Equality Act 2010 when deciding whether to 
suspend or exclude a pupil. 

• Where practical, ensuring that the pupil is given the opportunity to present their case 
before a decision is reached. 

• Ensuring they have considered their legal duty of care when sending a pupil home 
following a suspension or exclusion. 

• Making the decision to suspend or exclude based on the evidence available at the time, 
regardless of any police investigation and/or criminal proceedings. 

• Ensuring that the school does not engage in unlawful ‘off-rolling’. 

• Notifying a pupil’s parents without delay where the decision is taken to suspend or exclude 
the pupil, including the days on which the parents must ensure the pupil is not present in 
a public place at any time during school hours, as well as any other necessary information 
statutorily required. 

• Ensuring that all information provided to parents is clear and easily understood. 

• Notifying the governor responsible and LA of their decision to exclude a pupil where 
appropriate, as well as the pupil’s home authority if required. 

• Notifying the governing board once per term of any exclusions in the headteacher’s report 
to governors. 
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• Organising suitable work for excluded pupils where alternative provision cannot be 
arranged. 

18. Grounds for suspension or exclusion  

The school will only suspend or exclude a pupil where it is absolutely necessary, and where all 
other possible disciplinary sanctions, as detailed in the school’s Behaviour Policy, have failed to 
be successful.  

The following examples of behaviour may warrant the decision to suspend or exclude a pupil: 

• Physical assault against a pupil 

• Physical assault against an adult 

• Verbal abuse or threatening behaviour against a pupil 

• Verbal abuse or threatening behaviour against an adult 

• Use, or threat of use, of an offensive weapon or prohibited item 

• Bullying 

• Discriminatory abuse, e.g. racist, homophobic, biphobic, transphobic or ableist abuse 

The behaviour of a pupil outside of the school can also be considered grounds for a suspension 
or exclusion. 

Pupils can be suspended on a fixed-period basis, i.e. for up to 45 school days within a year, or 
permanently excluded. Similarly, pupils can be permanently excluded following a suspension, 
where further evidence is presented. In all cases, the headteacher will decide whether a pupil will 
be subject to a suspension or an exclusion, depending on what the circumstances warrant. 

The school has the power to direct a pupil off-site to improve their behaviour. 

A suspension or exclusion decision will not be made: 

• Because a pupil has SEND that the school feels unable to support. 

• Due to a pupil’s poor academic performance. 

• Because the pupil has not attended a reintegration meeting. 

• On non-disciplinary grounds, such as the action of a pupil’s parents.  
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Exclusion is a last resort and should only be used in the case of: 

• A serious breach or persistent breaches of the school’s Behaviour policy.  
• Where allowing the pupil to remain in the school would seriously harm the education or 

welfare of the pupil or others in the school.  

19. The headteacher’s power to suspend and exclude  

Only the headteacher has the power to suspend or exclude a pupil from the school, and is able 
to decide whether either a suspension or exclusion is appropriate. All suspensions and exclusions 
will only be issued on disciplinary grounds. 

The headteacher is able to suspend pupils where their behaviour is disruptive during lunchtime. 
All lunchtime suspensions will be counted as half of a school day. The headteacher is also able 
to consider a pupil’s disruptive behaviour outside of the school premises as grounds for 
suspension or exclusion, in accordance with the school’s Behaviour Policy. 

When sending a pupil home following any suspension or exclusion, the headteacher will ensure 
that they exercise their duty of care at all times and will always inform the parents. 

Any decision made to suspend or exclude a pupil will be lawful, proportionate and fair, with 
respect to legislation relating directly to suspensions and exclusions and the school’s wider legal 
duties, including the ECHR. At all times, the headteacher will take into account their legal duties 
under the Equality Act 2010 and the ‘Special educational needs and disability code of practice: 0 
to 25 years’, ensuring that they do not discriminate on any grounds and will not increase the 
severity of a pupil’s suspension or exclusion on these grounds. 

The headteacher will apply the civil standard of proof when responding to the facts relating to a 
suspension or exclusion, i.e. that ‘on the balance of probabilities’ it is more likely than not that the 
facts are true. 

The headteacher may cancel any suspension or exclusion that has already begun, or one that 
has not yet begun; however, this power will only be used if the suspension or exclusion has not 
already been reviewed by the governing board.  

Where a suspension or exclusion is cancelled, the headteacher will notify the pupil’s parents, the 
governing board, the LA, and, where relevant, the virtual school head (VSH) and the pupil’s social 
worker. The notification will also provide the reason for the cancellation. The headteacher will 
offer the pupil’s parents the opportunity to meet with the headteacher to discuss the 
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circumstances that led to the cancellation of the exclusion, and the pupil will be allowed back 
into school without delay. 

When a suspension or exclusion is cancelled, the governing board’s duty to consider 
reinstatement ceases, and there is no requirement to hold a meeting to consider reinstatement.  

Any days spent out of school as a result of a suspension or exclusion prior to it being cancelled 
will count towards the maximum 45 school days that a pupil can be suspended or excluded in 
an academic year. A permanent exclusion will not be cancelled if the pupil has already been 
suspended or excluded for more than 45 school days in an academic year or if they will have 
been so by the time the cancellation takes effect.  

The headteacher will report the number of suspensions and exclusions that have been cancelled, 
alongside the circumstances around and reasons for cancellation, to the governing board once 
per term, to allow the governing board to have appropriate oversight. 

The headteacher will not issue any ‘informal’ or ‘unofficial’ suspensions or exclusions, e.g. sending 
a pupil home to ‘cool off’, regardless of whether the parents have agreed to this. The headteacher 
will not use the threat of suspension or exclusion as a means of instructing parents to remove 
their child from the premises. 

All suspensions and exclusions will be formally recorded on the school’s pupil information 
system. 

20. [Updated] Factors to consider when suspending or 
excluding a pupil  

When considering the suspension or exclusion of a pupil, the headteacher will: 

• Allow the pupil the opportunity to present their case once evidence has been collected. 

• Take into account any contributing factors that are identified after a case of poor 
behaviour has occurred, e.g. if the pupil’s wellbeing has been compromised, or they have 
been subjected to bullying.  

• Take into consideration whether the pupil has received multiple suspensions or is 
approaching the legal limit of 45 suspended days per school year, and whether 
suspension is serving as an effective sanction. 

• Take into consideration whether all alternative solutions have been explored pursuant to 
the school’s Behaviour policy. 
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• Consider early intervention to address underlying causes of disruptive behaviour, 
including liaising with external agencies, to assess pupils who demonstrate consistently 
poor behaviour. 

The headteacher will consider what extra support may be available for vulnerable pupil groups 
whose suspension and exclusion rates are higher, to reduce their risk of suspension or exclusion, 
including the following: 

• LAC 

• Pupils eligible for FSM 

• Pupils with SEND 

• Certain ethnic groups 

The headteacher will consider avoiding excluding LAC, those with SEMH issues or pupils with an 
EHC plan. Where any member of staff has concerns about vulnerable pupil groups and their 
behaviour, they will report this to the headteacher, who will instigate a multi-agency assessment 
to determine whether the behavioural issues might be a result of educational, mental health or 
other needs and vulnerabilities. The full assessment procedures are outlined in the school’s 
Social, Emotional and Mental Health (SEMH) Policy. 

Where a pupil has an EHC Plan the headteacher will consider whether to request an emergency 
review for a pupil with an EHCP at risk of suspension.  

Where SEND or SEMH issues are identified, an individual behaviour plan will be created using the 
graduated response outlined in the school’s Behaviour Policy. If the pupil continues to endanger 
the physical or emotional wellbeing of other pupils or staff, despite exhausting the graduated 
response process, then suspension or exclusion may be considered. In accordance with the 
Equality Act 2010, under no circumstances will a pupil with identified SEND or SEMH issues be 
suspended or excluded before the graduated response process has been completed. 

Where a pupil with SEND or SEMH issues is excluded because of a SEND- or SEMH-related need 
that could not be met at the school, detailed records will be kept highlighting that these pupils 
are closely tracked and showing that the school has a close relationship with the pupil’s next 
destination. 

The headteacher will work in conjunction with the parents of any pupil with additional needs to 
establish the most effective support mechanisms. 
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[New] Off-rolling and unlawful exclusions 

The school will ensure that all suspensions and permanent exclusions are carried out in 
accordance with relevant legislation and statutory guidance. 

The school will not use informal or unofficial exclusions. Where a pupil is required to leave the 
school site or is prohibited from attending school on disciplinary grounds, this will only take place 
through a formal suspension or permanent exclusion process. This includes suspensions of part 
of a school day. 

All suspensions and permanent exclusions will be formally recorded and communicated to 
parents in writing. 

The school will not suspend or permanently exclude a pupil for unlawful reasons, including 
because: 

• The pupil has SEND that the school considers difficult to support. 

• Of the pupil's academic attainment or ability. 

• A parent or pupil has not complied with a condition that is not lawfully required for 
reinstatement following a suspension. 

• A parent or pupil refuses to agree to a managed move. 

The school will not engage in practices that could constitute off-rolling. Off-rolling occurs when 
a pupil is removed from the school roll, or encouraged to leave the school, without following the 
appropriate legal processes and where this is primarily in the interests of the school rather than 
the pupil. 

Examples of practices that the school will not use include: 

• Pressuring or encouraging parents to remove their child from the school, including 
through elective home education, to avoid a suspension or permanent exclusion. 

• Directing a pupil to alternative provision where this is not in the pupil's best interests. 

• Sending a pupil home without formally recording the absence as a suspension. 

• Placing a pupil on a part-time timetable for disciplinary reasons without appropriate 
justification and oversight. 
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• Removing a pupil from the admission register other than in accordance with the relevant 
regulations. 

Parents who believe that suspension or permanent exclusion procedures have not been 
followed, or who feel they have been pressured to remove their child from the school, may raise 
their concerns through the school's Complaints Policy and Procedure. 

21. [New] Separation of pupils for safeguarding purposes 

In exceptional circumstances, the school may temporarily prevent a pupil from attending the 
school site for safeguarding reasons. This may be necessary where allegations or concerns 
relating to the safety or welfare of pupils require one or more pupils to be separated while risks 
are assessed and managed. 

Any decision to temporarily prevent a pupil from attending the school site for safeguarding 
reasons will not be treated as a suspension or permanent exclusion and will not be recorded as 
such. 

Such decisions will be made on a case-by-case basis, led by the DSL or a deputy, and informed 
by professional judgement, relevant safeguarding guidance and, where appropriate, advice 
from external agencies such as children's social care or the police. 

The school will inform parents of the reasons for the arrangement as soon as reasonably 
practicable and will notify the governing board without delay. The governing board will ensure 
that this measure is used only in exceptional circumstances where separation is necessary and 
cannot reasonably be achieved while allowing all pupils to remain on the school site. 

In making any decision to separate pupils for safeguarding purposes, the school will have regard 
to its duties under safeguarding legislation and guidance, including Keeping Children Safe in 
Education, the Human Rights Act 1998 and the Equality Act 2010. 

Where a pupil is unable to attend the school site for safeguarding reasons, the school will work 
with the LA, parents and other relevant agencies to ensure that suitable education is arranged 
in accordance with statutory requirements. 

22. [Updated] Alternative measures 

Before taking a final decision, the headteacher will consider whether it is in the best interests of 
all parties to initiate off-site directions or managed moves as alternative measures to 
suspension or exclusion.  
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[New] Off-site direction 

The school will consider the use of off-site direction where interventions and targeted support 
have not been successful in improving a pupil's behaviour. Off-site direction will be used to 
arrange a time-limited placement at alternative provision or another mainstream school, with 
the aim of supporting behavioural improvement and successful reintegration. 

Where a pupil attends another school under an off-site direction arrangement, the school will 
ensure that attendance is recorded in accordance with statutory requirements, including the 
use of the appropriate attendance code. 

Where appropriate, the school will prioritise in-school interventions and targeted support, 
including support from alternative provision providers, to meet a pupil's individual behavioural, 
educational or SEND needs before considering an off-site placement. 

Off-site direction may be arranged on a full-time basis or as part of a blended provision 
combining attendance at alternative provision with continued attendance at the school. Before 
any placement begins, the school will agree a proposed maximum duration and will consider 
future options, including reintegration arrangements or, where appropriate, a managed move 
following review of the placement. 

The governing board will comply with all relevant legislation and statutory guidance relating to 
off-site direction and alternative provision arrangements. 

The governing board will ensure that all off-site direction arrangements have clear objectives, 
specified timescales and appropriate monitoring arrangements. Parents, carers, pupils aged 18 
or over and, where applicable, the LA for pupils with an EHC Plan, will be notified in writing of the 
placement as soon as reasonably practicable and no later than two school days before the 
placement begins. 

Written notification will include: 

• The address where the educational provision will be delivered. 

• The name of the person to whom the pupil will report on first attendance. 

• The duration of the placement. 

• The reasons for, and objectives of, imposing the requirement. 

• Details of the daily timetable, including session times and breaks where applicable. 
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Parents, pupils aged 18 or over and, where applicable, the LA for pupils with an EHC Plan, will be 
entitled to request a review meeting in writing. The governing board will arrange such a meeting 
as soon as reasonably practicable unless a review has already taken place within the previous 
ten weeks. 

The governing board will keep the placement and reintegration arrangements under regular 
review for the duration of the off-site direction. Review meetings will take place at intervals 
determined by the needs of the pupil. Written invitations to attend review meetings, or to submit 
written views, will be issued to parents, carers and, where applicable, the LA at least six days 
before the meeting. The school will seek to arrange review meetings at a date and time that is 
reasonably convenient for those invited to attend. 

Following each review meeting, the governing board will determine whether the placement 
should continue and, if so, for how long. Review arrangements, including the date of the next 
review and the individuals who should be involved, will be agreed and recorded. 

Review meetings may involve the pupil, parents, school staff and relevant agencies, including 
social workers, Child and Adolescent Mental Health Services (CAMHS), Multi-Agency 
Safeguarding Hubs (MASH), Youth Justice Teams and the LA where appropriate. The school will 
maintain written records of all reviews and ensure that reviews take place frequently enough to 
assess whether the placement is achieving its intended outcomes. 

The governing board will notify parents, or pupils aged over 18, in writing of its decision following 
each review meeting, including whether the placement will continue, the duration of any 
continuation and the reasons for the decision. This notification will be issued no later than six 
days after the review meeting. 

Throughout any period of off-site direction, the school will seek to ensure that the pupil continues 
to receive a broad and balanced curriculum while interventions are delivered to address 
behavioural concerns. Where a pupil has a disability or special educational needs, the school 
will continue to fulfil its duties under the Equality Act 2010 and the Children and Families Act 2014, 
including making reasonable adjustments and providing appropriate support. 

The duration of any off-site placement will be determined by the individual needs of the pupil 
and the extent to which the placement supports positive behavioural outcomes. 

Before any off-site direction begins, the school and the receiving school will ensure that all 
relevant information is shared, including attainment information, assessment data, risk 
assessments, safeguarding information and effective support strategies. The LA will also be 
involved where appropriate. 
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The school will ensure it can demonstrate that appropriate early intervention and support have 
been implemented before an off-site direction is arranged. This may include multi-agency 
involvement, targeted interventions and relevant statutory assessments. Effective information 
sharing between the school, the receiving school and other relevant agencies will take place 
before the placement begins to ensure that the pupil's welfare, safety and educational needs 
are fully supported. 

Managed moves 

[Updated] Where it is thought to be in a pupil's best interest to transfer them to another 
mainstream school permanently, the headteacher and governing board will discuss this with the 
parents of the pupil, and the LA if the pupil has an EHC plan. Managed moves will only go ahead 
with the voluntary agreement of all parties involved, including the parents and the admission 
authority of the new school. 

[New] A managed move is a permanent transfer to another mainstream school as part of a 
planned intervention and will only be used where it is considered to be in the pupil's best interests. 

[Updated] The school will ensure that detailed records are kept of any decision to initiate a 
managed move, including evidence that appropriate initial intervention has been carried out. 
This may include evidence of multi-agency support and any relevant statutory assessments 
where appropriate. 

[Updated] The school will participate in information sharing with the pupil's new school, 
including sending data on prior and current attainment, academic potential and any risk 
management strategies. Information sharing will also include safeguarding information, current 
risk assessments and advice on effective ongoing risk management and pupil support 
strategies where appropriate. 

The school will also cooperate with the pupil's new school to create an effective integration 
strategy. 

[New] Where a pupil has an EHC plan, the school will liaise with the LA before a managed move 
is agreed and will follow the relevant statutory procedures for amending the plan where required. 

[New] The school will not use trial managed moves. Where a temporary placement at another 
school is required to support a pupil's behaviour, this will be arranged through off-site direction. 

Parents who have concerns that a managed move is being forced on them or who are unhappy 
with a managed move will be referred to the Complaints Policy and Procedure. 
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[New] The school will not permanently exclude a pupil because a parent or pupil refuses to 
agree to a managed move. 

23. Duty to inform parents 

Following the headteacher’s decision to suspend or exclude a pupil, they will immediately inform 
the parents, or the excluded pupil if they are 18 or older, in person or by telephone, supported by 
email communication, of the period of the suspension, or permanency of the exclusion, and the 
reasons behind this. 

The headteacher will inform the parents in writing (or electronically if written permission has 
been received from the parents for notices to be sent this way) of the following: 

• The reasons for the suspension or exclusion 

• The length of the suspension or permanency of the exclusion 

• Their right to raise any representations about the suspension or exclusion to the governing 
board, including how the pupil will be involved in this and how the representations will be 
made 

• Their right to make a request to hold the meeting via remote access and how this request 
can be made 

• Their right to attend a meeting where there is a legal requirement for the governing board 
to consider the suspension or exclusion, and the fact that they are able to bring an 
accompanying individual 

• The arrangements that have been made for the pupil to continue their education prior to 
the organisation of any alternative provision, or the pupil’s return to school 

• Relevant sources of free, impartial information 

Where the pupil is of compulsory school age, the headteacher will inform the parents by the end 
of the afternoon session that for the first five days of the suspension or exclusion (or until the start 
date of any alternative provision or the end of the suspension, where this is earlier), parents are 
legally required to ensure that their child is not present in a public place during school hours 
without justification, and that parents may receive a penalty fine if they fail to do so. 

Where the headteacher has arranged alternative provision, they will also inform the parents of 
the following: 
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• The start and end date for any provision of full-time education  

• The address at which the provision will take place 

• Any information necessary for the pupil to identify the person they should report to on the 
starting date 

Where the headteacher is unable to provide information on alternative provision by the end of 
the afternoon session, they will provide the information in a subsequent written notice without 
further delay, and within 48 hours of the pupil beginning the provision. If the alternative provision 
is due to begin before the sixth day of the suspension or exclusion, the headteacher is able to 
give less than 48 hours of notice, with parental consent. 

If the headteacher has decided to suspend the pupil for a further fixed period following their 
original suspension, or to permanently exclude them, they will notify the parents without delay 
and issue a new suspension or exclusion notice to parents. 

24. Duty to inform the governing board and LA 

The headteacher will inform the governing board, without delay, of the following: 

• Any permanent exclusions (including where a suspension is followed by a decision to 
permanently exclude the pupil) 

• Any suspensions which would result in the pupil being suspended for more than 5 school 
days in a term (or more than 10 lunchtimes) 

• Any suspensions or exclusions which would result in the pupil being absent from an 
examination or national curriculum test 

For any suspensions and exclusions, other than those above, the headteacher will notify the 
governing board once per term.  

The headteacher will inform the LA of all suspensions or exclusions, regardless of their length, 
without delay.  

All notifications to the governing board and LA will include the reasons for suspension or 
exclusion and the duration of any suspension. 

If a pupil who is suspended or excluded lives outside the LA in which the school is located, the 
headteacher will notify the pupil’s ‘home authority’. 
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25. Duty to inform social workers and the virtual school head 
(VSH) 

When a pupil has been suspended or excluded, the headteacher will, without delay, notify the 
pupil’s social worker, if they have one, and the VSH, if they are a looked-after child. This 
notification will include the period of any suspension and the reasons for suspension or 
permanent exclusion. 

Social workers and/or the VSH will also be informed when a meeting of the governing board is 
taking place, and will be invited to attend the meeting should they wish to do so. 

Social workers and VSHs will be allowed to join a governing board meeting or independent review 
panel via the use of remote access, as long as the arranging authority is satisfied they will be 
able to participate effectively, they can hear and be heard throughout the meeting, and their 
remote participation will not prevent the meeting being fair and transparent.  

26. Arranging education for suspended and excluded pupils  

For any suspensions of more than five school days, the governing board will arrange suitable 
full-time education for the pupil, which will begin no later than the sixth day of suspension. Where 
a pupil receives consecutive suspensions, these will be regarded as cumulative, and full-time 
education will still have to be provided from the sixth day of suspension. For exclusions, full-time 
education will be provided for the pupil from the sixth day of exclusion. 

The governing board will not arrange full-time education for any pupil who is currently in their 
final year of compulsory education, and who does not have any further public examinations to 
sit. 

The governing board is aware that it is beneficial to suspended and excluded pupils to begin 
their alternative education arrangements before the sixth day of suspension or exclusion; 
therefore, the governing board will always attempt to arrange alternative provision before the 
sixth day. Where it is not possible to arrange alternative provision during the first five days, the 
school will ensure that they take reasonable steps to set and mark work for the pupil.  

If a pupil with SEND has been suspended or excluded, the governing board will ensure that: 

• Any alternative provision is arranged in consultation with the pupil’s parents, who are able 
to request preferences. 
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• When identifying alternative provision, any EHC plan is reviewed or the pupil’s needs are 
reassessed, in consultation with the pupil’s parents.  

A re-integration meeting will be held with the pupil, parents and a member of senior staff as 
appropriate following a period of suspension. If the parents are either unable or unwilling to 
attend the re-integration meeting, the pupil will still be permitted to return to the classroom. 

27. Considering suspensions and exclusions   

The governing board will consider any representations made by parents regarding suspensions 
and exclusions. 

Parents and, where requested, a friend or representative, the headteacher, and a member of the 
LA will be invited to attend any consideration of suspensions and exclusions and will be able to 
make representations.  

Any meeting to consider reinstatement of a pupil will be arranged at a date and time convenient 
for all parties, and in compliance with any statutory time limits. Parents, and excluded pupils if 
they are over 18, will also be able to request that the meeting is held via remote access.  

Where it is appropriate to the pupil’s age and level of understanding, the pupil will also attend 
any consideration meeting, and will be enabled to make a representation on their own behalf if 
they desire to do so. 

Within 15 school days of receiving notice of the suspension or exclusion, the governing board will 
consider the reinstatement of a suspended or excluded pupil, where: 

• The exclusion is permanent. 

• The suspension is fixed-period, and would bring the pupil’s total number of suspended 
school days to more than 15 in any given term. 

• The suspension or exclusion would result in the pupil missing a public examination.  

In the case of a suspension where the pupil’s total number of suspended days is more than 5 but 
less than 16 school days (this includes suspensions that exceed 15 school days by less than a 
whole day, e.g. one that totals 15.5 days) within a term, if parents make representations, the 
governing board will consider suspensions within 50 school days of receiving the notice of 
suspension. In the absence of any representations from parents, the governing board will 
consider the reinstatement on their own. 
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Where a suspension will take a pupil’s total number of school days out of school above five but 
less than 15 for the term, and parents have not requested a governing board meeting, the 
governing board will not be required to consider the pupil’s reinstatement but it will have the 
power to do so if it deems it appropriate. 

Where a suspension will not bring a pupil’s total number of days of suspension or permanent 
exclusion to more than five days in a term, the governing board will consider all representations 
made by parents; however, the board cannot direct the reinstatement of the pupil and it is not 
required to arrange a meeting with parents.  

Where suspension or exclusion would result in a pupil missing a public examination, the 
governing board will consider the suspension or exclusion before the test to decide whether the 
pupil should be reinstated in time to take the examination. 

If it is not practicable for a sufficient number of governors to consider the decision before the 
examination, a smaller sub-committee will consider the suspension or exclusion and decide 
whether or not to reinstate the pupil. 

In light of the above, the governing board will also consider whether it would be appropriate to 
allow the suspended or excluded pupil to enter the premises to take the examination. 

When considering the reinstatement of a pupil, the governing board will: 

• Only discuss the suspension or exclusion with the parties present at the meeting. 

• Ask for any written evidence prior to the meeting. 

• Circulate any written evidence and information to all parties, at least five school days in 
advance of the meeting. 

• Allow pupils and parents to be accompanied by a person of their choice to the meeting. 

• Consider what reasonable adjustments need to be made to support the attendance and 
contribution of parties at the meeting. 

• Identify the steps needed to enable and encourage the suspended or excluded pupil to 
attend the meeting and speak on their behalf, or how they may contribute personal views 
by other means if attendance is not possible. 

• Consider the interests and circumstances of the pupil, including the grounds for 
suspension or exclusion. 
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28. Reaching a decision  

After considering suspensions and exclusions, the governing board will either: 

• Decline to reinstate the pupil. 

• Direct the reinstatement of the pupil immediately, or on a specified date. 

If reinstatement would make no practical difference, e.g. if the pupil has already returned to 
school following a suspension or the parents make clear they do not want their child reinstated, 
the governing board will still consider whether the pupil should be officially reinstated, and 
whether the headteacher’s decision to suspend or exclude the pupil was fair, lawful and 
proportionate, based on the evidence presented.  

The governing board will apply the civil standard of proof when responding to the acts relating 
to a suspension or exclusion, i.e. that on the ‘balance of probabilities’ it is more likely than not 
that the facts are true. 

To reach a decision, the governing board will: 

• Identify the steps they intend to take to ensure that all parties involved will have the 
opportunity to participate and present their views. 

• Ensure that minutes are taken of the meeting as a record of the evidence that was 
considered. 

• Ask all parties to withdraw from the meeting before concluding their decision. 

• Consider whether the suspension or exclusion of the pupil was lawful, proportionate and 
fair, taking into account the headteacher’s legal duties and any evidence that was 
presented to the governing board in relation to the decision. 

• Record the outcome of the decision on the pupil’s educational records, along with copies, 
which will be kept for at least six months. 

• Make a note of their findings, where they have considered a suspension or exclusion but 
cannot reinstate the pupil. 
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29. Notification of considered suspensions and exclusions  

The governing board will notify the parents of the suspended or excluded pupil, the headteacher, 
and the LA of their decision following the consideration of a suspension or exclusion, in writing 
and without delay. 

In the case of exclusion, where the governing board decides not to reinstate the pupil, they will 
notify the parents: 

• That the exclusion is permanent. 

• Of their right for it to be reviewed by an independent review panel. 

• Of the date by which an application for review must be made. 

• Of the name and address of whom the review application should be submitted to. 

• That a request to hold the meeting via remote access can be made and how to do this.  

• That any application should set out the grounds on which it is being made and that, where 
appropriate, this should include reference to how a pupil’s SEND is considered relevant to 
the exclusion. 

• That, regardless of whether a pupil has been identified as having SEND, the parents have 
a right to require the governing board to ensure a SEND expert attends the review. 

• Of the role of the SEND expert that will attend the review, and that the parents will not be 
charged for this. 

• That they are required to make it clear if they wish for a SEND expert to attend the review. 

• That they may appoint someone at their own expense to make representations to the 
panel. 

The governing board will also notify parents that, if they believe a suspension or exclusion has 
been issued as a result of discrimination, then they are required to make a claim under the 
Equality Act 2010 to the First-tier Tribunal (SEND), and that this should be within six months of 
when the discrimination allegedly took place.  

After any conclusion, the governing board will notify the parents, and all other parties involved, 
of the decision that was made and the reasoning for this, in sufficient detail. 
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30. Removing excluded pupils from the school register  

The headteacher will remove pupils from the school register if: 

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

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

If an application for an independent panel review has been made within 15 school days, the 
headteacher will wait until the review has been determined, or abandoned, and until the 
governing board has completed any reconsideration that the panel recommended or directed 
it to carry out, before removing the pupil from the school register. 

If a pupil’s name is to be removed from the register, the headteacher will make a return to the 
LA, which will include: 

• All the particulars which were entered in the register. 

• The address of any parent with whom the pupil normally resides. 

• The grounds upon which the pupil’s name is to be removed from the register. 

Any return to the LA will be made as soon as the grounds for removal are met and no later than 
the date in which the pupil’s name was removed. 

If a pupil’s name has been removed from the register and a discrimination claim is made, the 
pupil may be reinstated following a decision made by the First-tier Tribunal (SEND) or County 
Court. 

Whilst a pupil’s name remains on the admissions register, the appropriate code will be used to 
mark the pupil’s attendance: 

• Code B: Education off-site 

• Code D: Dual registration 

• Code E: Absent and not attending alternative provision 
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31. Independent review panel  

The LA will review the governing board’s decision not to reinstate an excluded pupil if the parents 
submit their application for this within the required time frame. 

The LA will constitute an independent review panel of three or five members that represent the 
following categories: 

• A lay member to chair the panel. This individual will not have worked in any school in a 
paid capacity 

• A current or former school governor who has served for at least 12 consecutive months in 
the last 5 years 

• A headteacher or individual who has been a headteacher within the last 5 years 

Parents are required to submit their applications within: 

• 15 school days of the governing board’s notification of their decision. 

• 15 school days of the final determination of a discriminatory claim made under the 
Equality Act 2010. 

Any application made outside of the above timeframe will not be reviewed. Parents are able to 
request an independent panel review even if they did not make a case to, or attend, the 
governing board’s initial consideration of the exclusion.  

A review will take place within 15 school days of the parents’ application for a review being made. 

Parents can request that independent review panels take place via remote access.  

The LA will adhere to all statutory guidelines when conducting an independent panel review, as 
outlined in the DfE’s statutory guidance.  

32. Appointing a SEND expert  

If requested by parents in their application for an independent review panel, the LA will appoint 
a SEND expert to attend the panel and covers the associated costs of this appointment. Parents 
have a right to request the attendance of a SEND expert at a review, regardless of whether the 
school recognises that their child has SEND. 
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The LA will make arrangements to indemnify the SEND expert against any legal costs and 
expenses reasonably incurred as a result of any decisions or actions connected to the review 
and which are taken in good faith. 

An individual will not serve as a SEND expert if they have, or at any time have had, any connection 
with the LA, school, parents or pupil, or the incident leading to the exclusion, which might 
reasonably be taken to raise doubts about their ability to act impartially; however, an individual 
is not taken to have such a connection solely because they are an employee of the LA. 

The SEND expert will be a professional with first-hand experience of the assessment and support 
of SEND, as well as an understanding of the legal requirements on schools in relation to SEND. 
Examples of suitable individuals include educational psychologists, specialist SEND teachers, 
SENCOs and behaviour support teachers. 

Recently retired individuals are not precluded from fulfilling this role; however, during interview, 
the LA will assess the knowledge of such individuals in order to ensure that they have a good 
understanding of current practice and the legal requirements on schools in relation to SEND. 

Whilst individuals are not automatically taken to be partial simply because they are an employee 
of, or contracted by, the LA, they will not have had any previous involvement in the assessment 
or support of SEND for the excluded pupil, or siblings of the excluded pupil. The LA will request that 
prospective SEND experts declare any conflict of interest at the earliest opportunity. 

The final decision on the appointment of a SEND expert is for the LA to make, but it will take 
reasonable steps to ensure that parents have confidence in the impartiality and capability of 
the SEND expert. Where possible, this will include offering parents a choice of SEND expert. In order 
to meet its duties within the statutory time frame, the LA will consider maintaining a list of 
individuals capable of performing the role of SEND expert in advance of a request. 

The LA will determine the amount of any payment in relation to the appointment of the SEND 
expert, such as financial loss, travel and subsistence allowances.   

33. The role of the SEND expert  

The SEND expert’s role is analogous to an expert witness, providing (orally and/or written) 
impartial advice to the panel on how SEND might be relevant to the exclusion. The SEND expert 
will base their advice on the evidence provided to the panel. The SEND expert’s role does not 
include making an assessment of the pupil’s SEND. 
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The focus of the SEND expert’s advice will be on whether the school’s policies which relate to SEND, 
or the application of these policies in relation to the excluded pupil, were legal, reasonable and 
procedurally fair. If the SEND expert believes that this was not the case, they will, where possible, 
advise the panel on the possible contribution this could have made to the circumstances of the 
pupil’s exclusion. 

Where the school does not recognise that a pupil has SEND, the SEND expert will advise the panel 
on whether they believe the school acted in a legal, reasonable and procedurally fair way with 
respect to the identification of any SEND that the pupil may potentially have, and any contribution 
that this could have made to the circumstances of the pupil’s exclusion. 

The SEND expert will not criticise a school’s policies or actions simply because they believe a 
different approach should have been followed or because another school might have taken a 
different approach. 

34. Appointing a clerk  

The LA will decide whether to appoint a clerk to the independent review panel, or to make 
alternative arrangements to administer the panel.    

Where a clerk is appointed, the LA will ensure that the clerk did not serve as clerk to the governing 
board when the decision was made not to reinstate the pupil. 

35. The role of the clerk  

The clerk’s role is to provide advice to the panel and parties to the review on procedure, law and 
statutory guidance on exclusions.  

The clerk will: 

• Identify, in advance of the meeting, whether the excluded pupil wishes to attend the panel 
hearing, taking reasonable steps to enable the pupil to feedback their views, irrespective 
of their attendance.  

• Identify, in advance of the meeting, whether any alleged victims of the incident leading 
up to the exclusion wish to attend the panel hearing, taking reasonable steps to enable 
them to feedback their views, irrespective of their attendance.  

• Ensure that the panel is able to hear from any witnesses to the incident leading to the 
exclusion, taking into account the fact that some of these people may be pupils at the 
school. Pupils under 18 will not be allowed to appear in person without parental consent.  
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• Inform the parents, headteacher and governing board that they are entitled to make oral 
and written representations to the panel, attend the hearing, and be represented. 

• Ensure that all parties are: 

­ Provided with copies of relevant papers at least five school days before the review, 
notifying the panel if any requested documents have not been provided in case the 
panel wishes to adjourn until a later date. 

­ Informed about who is attending the meeting, and what their roles are.   

• Attend the review and ensure that minutes are produced in accordance with instructions 
from the independent review panel. 

Where a clerk is not appointed, the LA will undertake the functions outlined above. 

36. The duties of the independent review panel  

The role of the panel is to review the governing board’s decision not to reinstate an excluded 
pupil. In reviewing the decision, the panel will consider the interests and circumstances of the 
excluded pupil, including the circumstances in which the pupil was excluded, and have regard 
to the interests of other pupils and people working at the school. The panel will apply the civil 
standard of proof, rather than the criminal standard of ‘beyond reasonable doubt’.  

Following the review, the panel will do one of the following:  

• Uphold the decision 

• Recommend that the governing board reconsiders reinstatement 

• Quash the decision and direct that the governing board reconsiders reinstatement 

The panel’s decision does not have to be unanimous and can be decided by a majority vote. It 
is binding on the pupil, parents, governing board, headteacher and LA. 

37. Conducting governing board meetings or independent 
review panels via remote access  

Parents, or excluded pupils if they are 18 or older, will be able to request that governing board 
meetings or independent review panels are held via remote access; however, parents and pupils 
will be made aware that this is not the default option.  
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Where a parent or pupil makes a request correctly in line with instructions set out in the 
headteacher’s or governing board’s written notification, the governing board or LA will hold the 
meeting via the use of remote access.  

Remote meetings and panels will be held in accordance with timelines for face-to-face 
meetings.  

Where a request for a meeting to be held via remote access is not made, or the parent or pupil 
does not state a preference, the meeting or panel will be held in person unless it is not practicable 
to do so.  

If there is a reason related to extraordinary events or unforeseen circumstances, e.g. an outbreak 
of an infectious illness, which means it is not reasonable for a meeting or panel to be held in 
person, it may be held via remote access.  

Meetings will only be held via remote access if the governing board or LA is satisfied that that the 
meeting can be held fairly and transparently. If this cannot be done, the governing board or LA 
will consult with the parent to discuss how a face-to-face meeting can be arranged that will be 
convenient for them.  

If there are technological or internet issues during a remote meeting which compromises the 
ability for participants to be seen or heard or prevents the meeting from being held fairly and 
transparently and it is not reasonably practicable to resolve, a face-to-face meeting will be 
arranged without delay.  

When holding meetings or panels via remote access, the governing board or LA will: 

• Comply with relevant equalities legislation.  

• Enable access to support which the parent is entitled to, including the presence of a friend.  

• Confirm with all participants that they have access to the technology that will allow them 
to participate in the meeting or panel.  

• Ensure all the participants will be able to put across their point of view and/or fulfil their 
function.  

• Ensure the remote meeting or panel can be held fairly and transparently.  
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38. Reconsidering reinstatement following a review  

Where the independent review panel instructs the governing board to reconsider their decision 
not to reinstate a pupil, they will do so within 10 school days of being given notice of the review 
panel’s decision. 

The school is aware that if, following an instruction to reconsider, the governing board does not 
offer to reinstate the pupil, then the school will be required to make a payment of £4,000 directly 
to the LA area in which the school is located. 

Where the independent review panel recommends that the governing board should reconsider 
their decision not to reinstate a pupil, they will do so within 10 school days of being given notice 
of the review panel’s decision. The school is aware that if, following a recommendation to 
reconsider, the governing board does not offer to reinstate the pupil, it will not be subject to a 
financial adjustment. If, following reconsideration, the governing board offers to reinstate the 
pupil but the parents decline, no adjustment will be made to the school’s budget. 

Following reconsideration, the governing board will notify the parents, headteacher and LA of 
their reconsidered decision and the reasons for this. 

39. Criminal investigations  

The headteacher will not postpone taking a decision to suspend or exclude a pupil due to a 
police investigation being underway, or any criminal proceedings that are in place. 

Particular consideration will be given by the headteacher when deciding to suspend or exclude 
a pupil where evidence is limited by a police investigation, to ensure that any decision made is 
fair and reasonable. 

If the governing board is required to consider the headteacher’s decision in these circumstances, 
they will not postpone the meeting and will make a decision based on the evidence available. 

40. Training requirements  

The LA will ensure that all independent review panel members and clerks have received training 
within the two years prior to the date of the review. Training will cover: 

• The requirements of the legislation, regulations and statutory guidance governing 
suspensions and exclusions. 

• The need for the panel to observe procedural fairness and the rules of natural justice. 
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• The role of the chair of a review panel. 

• The role of the clerk to a review panel. 

• The duties of headteachers, governing boards and the panel under the Equality Act 2010. 

• The effect of section 6 of the Human Rights Act 1998 and the need to act in a manner 
compatible with human rights protected by that Act. 

Clerks will also have an up-to-date understanding on developments in case law which are 
relevant to suspension and exclusion. 

41. Using data 

The headteacher will ensure that all data regarding suspensions and exclusions is collected and 
provided to the governing board on a termly basis. The governing board will review this data 
regularly in order to:  

• Consider the level of pupil moves and the characteristics of pupils who are moving on any 
permanent exclusions to ensure that this is only being used as a last resort.  

• Gather information on pupils who are taken off the roll and those who are on the roll but 
attending education off-site. 

• Determine whether there are any patterns of suspensions and exclusions across the trust. 

• Consider the effectiveness and consistency in implementing the Behaviour Policy. 

• Understand any variations in the rolling average of permanent exclusions to ensure they 
are only used when necessary. 

• Understand the characteristics of suspended and excluded pupils and evaluate equality 
considerations. 

• Gather information on where pupils are receiving repeat suspensions. 

• Evaluate interventions in place to support pupils at risk of suspension and exclusion, 
including where there are patterns which may indicate that certain policies and support 
measures are or are not working. 

• Analysing 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. 
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42. Monitoring and review  

This policy will be reviewed annually by the headteacher in conjunction with the governing 
board. The next scheduled review date for this policy is September 2027. 

All members of staff will be required to familiarise themselves with this policy as part of their 
induction programme. 
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Flowchart for reviewing the headteacher’s suspension or 
exclusion decision  

 

 

 

 

Will the suspension/exclusion 
result in the pupil missing a 

public examination or national 
curriculum test? 

Did the headteacher decide 
on a fixed-term suspension or 

permanent exclusion? 

Will the suspension take the 
pupil’s total number of 

suspended school days to 
above 15 days for any given 

term? 

Will the suspension take the 
pupil’s total number of 

suspended school days to 
above 5 days for any given 

term? 

Have the parents 
requested a 

governing board 
meeting? 

The governing board must 
convene a meeting to 

consider the reinstatement 
of the pupil within 50 days 
of receiving the notice of 

the suspension. 

The governing board must convene a 
meeting to consider the reinstatement of 
the pupil within 15 days of receiving the 
notice of the suspension/exclusion. The 
governing board must take reasonable 

steps to consider the reinstatement before 
the examination takes place. 

The governing board must convene a 
meeting to consider the reinstatement of 
the pupil within 15 days of receiving the 

notice of the suspension/exclusion. 

The governing board must 
consider any representations 
by parents, but does not have 

the power to decide to 
reinstate the pupil. 

The governing board is not 
required to consider the 

suspension and does not have 
the power to decide to 

reinstate the pupil. 

Yes 

Exclusion 

No 

Suspension 

No 

No No 

Yes Yes 

Yes 
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