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Chestnut Park Primary School 
 

Behaviour Policy 
 

Rationale  

 

• Our behaviour policy identifies the range of strategies our school will employ that will make 

our school vision and values a reality.   

 

• We believe that the promotion of good behaviour, the development of self-respect and of 

respect for others is a vital part of a child’s education. It is one of the most important ways in 

which we help to ensure that all members of the school community feel happy, safe and valued 

and are able to benefit fully from the opportunities available to them – intellectually, 

emotionally, socially and morally. 

   

Objectives  

 

• Ensure the schools vision and values are upheld by all.  

• Support, encourage and promote positive behaviour so all children can learn.  

• Explain the school’s definition of positive behaviour.  

• Outline how pupils are expected to behave in school. 

• Outline the roles and responsibilities of different people within the school community.  

• Provide a clear and consistent approach to developing positive behaviour.  

• Outline the system of rewards and sanctions. 

• Provide detail of the support available for children who have identified and additional 

behavioural needs. 

  

  

Expectations  

 

• Everyone at Chestnut Park is expected to model and exemplify the behaviour that reflects the 

school’s vision of Aspire, Advance, Achieve  

• We expect our children to exemplify their behaviour as follows:  

 

Aspire:   

 

• Be ambitious and demonstrate a positive attitude towards all learning.  

• Be respectful at all times to themselves, others and the environment. 

• Show empathy and understanding towards others.  

• Be honest at all times.  

• Be responsible for actions taken. 

 

Advance:  

 

• Learn how to show positive behaviour and make a conscious effort to continually adhere to or 

improve behaviour where appropriate. 

• Always follow the ‘School Promise’, to ‘be safe, be respectful, be kind and be ready to 

learn.’  

 

 

 

 



 

 

Ready to Learn:  

 

Every pupil in every class will be expected to adhere to the expected behaviours showing they 

are Ready to Learn; this means they will value their own learning by:  

 

• Moving around the school sensibly, calmly and quietly   

• Being ready to listen when asked by providing their full attention to those speaking.  

• Actively contributing positively and respectfully to class discussions 

• Always listening carefully to others when they are speaking.   

• Settling to task quickly 

• Following instructions to complete tasks  

  

The Ready to Learn approach is underpinned in the school’s Heart Values: Honesty, empathy, 

appreciation, respect and trust. Children will be encouraged to always demonstrate kindness 

towards others and positively contribute to their school.  

  

Star Learners:   

 

At Chestnut Park we celebrate children exemplifying the schools ‘Exceptional Learner Attributes’.   

 

Children are identified as ‘Star Learners’, when they demonstrate one of the exceptional learner 

attributes which are curiosity, connection, communication, perseverance, motivation, resilience, 

courage and reflectiveness.  

 

When children are ‘Ready to Learn’, they can then develop the characteristics of ‘Star Learners’  

  

Achieve  

 

• Celebrate their own and others’ success.  

• Recognise individual achievements and the achievements of others.  

• Display pride in their own learning and success and the learning and success of others.  

 

We also expect our parents and carers to: 

  

• Inform the school of any changes that may affect their child’s behaviour. 

• Discuss any behavioural concerns with the class teacher. 

• Support their child in adhering to the schools behaviour expectations.  

• Promote positive attitudes towards school. 

• Ensure children attend school in the correct uniform and have the correct equipment with them.  

• Ensure children arrive at school on time and are collected at the end of the day on time! 

   

Behaviours we expect to see at Chestnut Park Primary School:  

 

The adults in school will, 

   

• Clearly identify the expected positive behaviours through classroom rules and verbal 

reinforcement. 

• Emphasise and identify positive behaviours. 

• Maintain a well organised, calm and ordered physical space where learning takes place. 

• Show a fair, respectful and consistent approach to promoting positive behaviour.  

• Model correct behaviours and good manners at all times.  

• Verbally explain expectations using age-appropriate language to ensure children have 

understood.  

• Ensure children understand their rights and responsibilities in the classroom.  



 

 

• Where appropriate, use the suggested ‘behaviour scripts’ to support children’s understanding of 

expected behaviour.  

• Communicate positive and negative behaviours quickly and effectively to parents in an open 

and honest manner. 

 

 

Our School Promise 

 

Chestnut Park Primary School has a ‘School Promise’ to ‘, Be safe, Be respectful, Be kind and 

Be ready to learn.  The emphasis is on good learning behaviours, personal safety, and respect 

for themselves, each other and the environment. The school promise applies across the whole 

school, for all activities and in all spaces of school.  

 

Pupil code of conduct 

 

Pupils are expected to: 

 

• Behave in an orderly and self-controlled way  

• Show respect to members of staff and each other 

• In class, make it possible for all pupils to learn 

• Move quietly around the school 

• Treat the school buildings and school property with respect 

• Wear the correct uniform at all times 

• Accept sanctions when given 

• Refrain from behaving in a way that brings the school into disrepute, including when outside 

school 

 

 

Rewards  

 

All school staff use these rewards to encourage children’s positive behaviour: 

 

• Gold Book  

• Star Learner of the Week  

• Star Points and Team Points  

• Heart Values award 

• Verbal recognition, praise and encouragement  

  

• Staff will use non-verbal signs and verbal praise, in conjunction with defining the 

appropriate behaviour to regularly recognise, praise and encourage positive behaviour.  

 

• A Gold Book is used to recognise excellent work and behaviour. Entries into the gold book 

are shared once a week during a celebration assembly. 

 

• Every week, the class teacher chooses once child to receive a ‘Star of the Week’ certificate. 

This certificate is given for demonstrating one of the school’s ‘Exceptional Learner Attributes’. 

 

• Throughout the day, children are given ‘Star Points’ to recognise positive behaviour and great 

work. When they reach the top of the ‘star point chart’ (5 stars) they are given a ‘House Point’. 

House Points are collected at the end of each week and shared in celebration assemblies.  

 



 

 

• At the end of each term, the ‘House’ with the most points will receive a reward.  

The school teams will be:  

 

o Blue  

o Green  

o Yellow  

o Red  

  

Sanctions  

 

When a child demonstrates inappropriate behaviour, adults respond in a clam and supportive 

manner.  

 

Where children are unable to turn negative behaviour into positive behaviour, adults will consider 

using sanctions to address the behaviour being demonstrated. Behaviour scripts (Appendix 1) 

may be used to support improving behaviour. 

 

Sanctions are as follows: 

 

• The child is asked calmly to change their behaviour with specific instructions (for 

example, “Please stop throwing the math’s resources on the floor as they are needed for the 

learning” 

 

• The child receives a ‘warning’. (For example, “if you continue to throw the math’s 

resources, you will be asked to leave the classroom for some ‘thinking time” 

 

• The child is told they need ‘thinking time’ and they are removed from the situation to 

have to calm down/ work (supervised) in a different location within the classroom/learning 

environment. (This will be between 5-10 minutes) 

 

• If ‘thinking time’ does not result in the child being able to re-enter the learning opportunity, 

children may then lose some of their playtime to ‘reflect’ on what has happened and consider 

how they improve their behaviour.  

 

• If a child’s negative behaviour is significantly disrupting other children’s learning, they will be 

removed from the classroom by a member of the senior leadership team and supported by an 

adult to complete their learning in a designated area where their behaviour cannot impact 

negatively on other children.  

 

Reflection for children may take place at playtime or lunchtime. 

 

Every day is a new beginning for a child, therefore an opportunity for them to make positive 

choices around their behaviour.  

 

If negative behaviour continues over time, is not resolved by school staff following the schools 

behaviour policy or is of a very serious nature the Headteacher will become involved. This might 

result in:   

                                                                

• A parent meeting.   



 

 

• Daily behaviour report  

• Pastoral Support Plan   

• Fixed term (temporary) exclusions  

• Permanent exclusions  

 

Our Exclusions Policy provides further details on the rationale and procedures supporting fixed 

term and permanent exclusions.  

  

 

 

Anti- Bullying Strategy:  

Bullying is defined as the repetitive, intentional harming of one person or group by another 

person or group, where the relationship involves an imbalance of power. 

Bullying is, therefore: 

• Deliberately hurtful 

• Repeated, often over a period of time 

• Difficult to defend against 

 

Bullying happens when someone tries to hurt someone else physically or emotionally. It usually 

happens again and again.  

 

Aim  

To ensure that the whole school community understands that the definition of bullying is that 

outlined in the rationale.  

 

Guidelines  

 

• Each incidence of bullying will be taken seriously, and all sides listened to.  

• Each individual will have the opportunity to talk in a safe, reassuring environment.  

• All incidents will be investigated with reference to all parties and be recorded on the school’s 

Management Information System 

• Incidents and issues may be discussed in Circle time.  

• Where appropriate, the behaviour incident will be recorded on the pupils’ profile using the 

school’s Management Information System and, on the school, CPOMS system (Child Protection 

Online Monitoring System). Parents/carers will be notified of this by telephone conversations, 

arranged meeting or by letter.  

• The Headteacher and SENDCO will make a decision as to whether a Personal Support 

Programme (PSP) will be necessary or if outside agencies need to be informed. Persistent 

incidents will result in parental/carer consultation and may lead to fixed term, or in extreme 

circumstances, permanent exclusion. 

 

 

Bullying  

 

Information for pupils  

 

If you are being bullied:  

 

• Try to stay calm and look as confident as you can.  

• Be firm and clear – look them in the eye and tell them to stop.  

• Get away from the situation as quickly as possible.  

• Tell an adult what has happened straight away.  



 

 

 

After you have been bullied: 

  

• Tell a teacher or another adult in the school.  

• Tell your family.  

• If you are scared to tell an adult by yourself, ask a friend to come with you.  

• Keep speaking up until someone listens and does something to stop the bullying.  

• Don’t blame yourself for what has happened.  

 

When you are talking to an adult about bullying, be clear about: 

  

• What happened to you and when.  

• How often it has happened.  

• Who was involved.  

• Who saw what was happening.  

• Where it happened.  

• What you have done about it already.  

• How you want it resolved for example for it to stop and for an apology. 

 

 

Information for parents and families 

 

We recognise that bullying can occur at one time or another in any school. The aim of this anti-

bullying strategy is to create an environment in this school community, which discourages and 

prevents bullying. 

 

Bullying behaviour includes persistent:  

 

• Name calling and nasty teasing.  

• Threats and extortion.  

• Physical violence. 

• Damage to belongings.  

• Leaving pupils out of social activities deliberately and frequently.  

• Spreading malicious rumours.  

• Cyberbullying (Using technology e.g. e-mails and texts) 

 

 

 

 

 

Type of bullying Definition 

Emotional Being unfriendly, excluding, tormenting 

Physical Hitting, kicking, pushing, taking another’s belongings, any 

use of violence 

Racial Racial taunts, graffiti, gestures 



 

 

Sexual Explicit sexual remarks, display of sexual material, sexual 

gestures, unwanted physical attention, comments about 

sexual reputation or performance, or inappropriate touching 

Direct or indirect verbal Name-calling, sarcasm, spreading rumours, teasing 

Cyber-bullying Bullying that takes place online, such as through social 

networking sites, messaging apps or gaming sites  

 

 

Parents/carers and families have an important part to play in helping us deal with bullying.  

 

• Discourage your child from using bullying behaviour at home or elsewhere. Show how to 

resolve difficult situations without using violence or aggression.  

 

• Watch out for signs that your child is being bullied or is bullying others. Parents and families 

are often the first to detect symptoms of bullying, although it may be members of staff or 

other professionals who are the first to suspect that a child has been bullied. Common 

symptoms include headaches, stomach aches, anxiety and irritability. It can be helpful to ask 

questions about progress and friends at school; how break times and lunchtimes are spent 

and whether your child is facing problems or difficulties at school. Don’t dismiss negative 

signs. Contact the school immediately if you are worried.  

 

 

 

If your child has been bullied:  

 

• Calmly talk to your child about it.  

• Make a note of what your child says – particularly who was said to be involved; how often the 

bullying has occurred; where it happened and what has happened.  

• Reassure your child that telling you about the bullying was the right thing to do.  

• Explain that any further incidents should be reported to a teacher immediately.  

• Make an appointment to see your child’s class teacher.  

• Explain to the teacher the problems that your child is experiencing. 

 

 

 

 

 

Talking to teachers about bullying  

 

• Try and stay calm – consider that the teacher may have no idea that your child is being bullied 

or may have heard conflicting accounts of an incident.  

• Be as specific as possible about what your child says has happened – give dates, places and 

names of other children involved.  

• Make a note of what action all parties have agreed to take.  

• Ask if there is anything you can do to help your child or the school.  



 

 

• Stay in touch with the school - let them know if things improve as well as if problems continue 

 

 

If you think your concerns are not being addressed:  

 

• Address your concerns according to the School Complaints Procedure (available at reception 

and on the school website).  

 

If your child is bullying other children:  

 

Children may be involved in bullying other pupils at some time or other. Often parents are not 

aware. The school will contact parents to discuss any incidents or concerns as they arise. Children 

sometimes bully others because:  

 

• They don’t know it is wrong.  

• They are copying older brothers or sisters or other people in the family they look up to.  

• They haven’t learnt other, better ways of mixing with their school friends.  

• Their friends encourage them to bully.  

• They are going through a difficult time and are acting out aggressive feelings.  

 

To stop your child bullying others:  

 

• Talk to your child, explaining that bullying is unacceptable and makes others unhappy. 

• Discourage other members of your family from bullying behaviour or from using aggression 

or force to get what they want. 

• Show your child how to join in with other children without bullying.  

• Make an appointment to see your child’s class teacher, explain to the teacher the problems 

your child is experiencing; discuss with the teacher how you and the school can stop them 

bullying others.  

• Regularly check with your child how things are going at school.  

• Give your child lots of praise and encouragement when they are co-operative or kind to other 

people. 

 

 

Resolving Conflict  

 

• Children will be taught to resolve conflict in a calm and kind way. 

• They will deliberately teach the skills to empathise and view situations from multiple 

viewpoints. 

• In line with our HEART values, we will promote mutual respect to enable children to treat 

others how they would like to be treated. 

• We ask parents to support us in resolving conflict by maintaining positive views of the school, 

staff and entire school community.  

 

  

Restraint/Positive handling:  

 

In some circumstances, it may be necessary for staff to use ‘positive handling’ to restrain a pupil 

to prevent them: 

 

• Hurting themselves or others 

• Causing disorder 

• Damaging property 

 

Incidents of physical restraint must: 



 

 

 

• Always be used as a last resort 

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

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

• Never be used as a form of punishment 

• Be recorded and reported to parents (see appendix 3 for a behaviour log) 

 

• If a child is angry or aggressive, we always help them to calm (deescalate or distract) and then 

resolve problems.  

 

• If there remains a risk to others or himself/herself, staff may in accordance with training and 

guidelines (Team teach), positively handle a child.  

 

• In addition, should the actions of a child be prejudicial to the education of others, positive 

handling (Team Teach) strategies will be considered and employed where deemed appropriate. 

 

Pupil support  

 

• The school recognises its legal duty under the Equality Act 2010 to prevent pupils with a 

protected characteristic from being at a disadvantage. Consequently, our approach to 

challenging behaviour may be differentiated to cater to the needs of the pupil.  

• The school’s special educational needs coordinator will evaluate a pupil who exhibits 

challenging behaviour to determine whether they have any underlying needs that are not 

currently being met. Where necessary, support and advice will also be sought from specialist 

teachers, an educational psychologist, medical practitioners and/or others, to identify or 

support specific needs.  

• When acute needs are identified in a pupil, we will liaise with external agencies and plan 

support programmes for that child. We will work with parents to create the plan and review it 

on a regular basis.  

 

Training  

 

• Our staff are provided with training on managing behaviour, including proper use of restraint 

through team teach training sessions.  

• Behaviour management will also form part of continuing professional development. 

• External agencies such as Educational Psychologists, Advisory teachers will provide advice and 

guidance to support the implementation of behaviour support plans for pupils with complex 

and acute needs. 

 

Legislation and statutory requirements  

 

This policy is based on advice from the Department for Education (DfE) on: 

 

• Behaviour and discipline in schools  

• The Equality Act 2010  

• Use of reasonable force in schools  

• Supporting pupils with medical conditions at school  

• Special educational needs and disability (SEND) code of practice  

 

In addition, it is based on  

 



 

 

• Section 175 of the Education Act 2002, which outlines a school’s duty to safeguard and 

promote the welfare of its pupils  

• Sections 88-94 of the Education and Inspections Act 2006, which require schools to regulate 

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

and give schools the authority to confiscate pupils’ property DfE guidance states that 

maintained schools should publish their behaviour policy online. 

 

Roles and responsibilities 

 

The Governing Board 

 

• The Governing Board is responsible for reviewing and approving the written statement of 

behaviour principles (appendix 1). 

• The Governing Board is responsible for monitoring this behaviour policy’s effectiveness and 

holding the Headteacher to account for its implementation. 

 

The Headteacher 

 

• The Headteacher is responsible for reviewing and approving this behaviour policy. 

• The Headteacher will ensure that the school environment encourages positive behaviour and 

that staff deal effectively with poor behaviour and will monitor how staff implement this policy 

to ensure rewards and sanctions are applied consistently. 

 

Staff 

 

Staff are responsible for: 

• Implementing the behaviour policy consistently 

• Modelling positive behaviour 

• Providing a personalised approach to the specific behavioural needs of particular pupils 

• Recording behaviour incidents  

• The senior leadership team will support staff in responding to behaviour incidents.  

 

Parents 

 

Parents are expected to: 

• Support their child in adhering to the pupil code of conduct 

• Inform the school of any changes in circumstances that may affect their child’s behaviour 

• Discuss any behavioural concerns with the class teacher promptly 

 

 

 

 
 
 

 
 

 
 

 
 
 

 



 

 

Suspensions and Permanent Exclusions 
 

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

child receives an education in a safe and caring environment. 

Our school aims to: 

 Ensure that the exclusions process is applied fairly and consistently. 

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

 Ensure that pupils in school are safe and happy. 

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

 Ensure all suspensions and permanent exclusions are carried out lawfully. 

A note on off-rolling 

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

“The practice of removing a pupil from the school roll without a formal, 

permanent exclusion or by encouraging a parent to remove their child from 

the school roll, when the removal is primarily in the interests of the school 

rather than in the best interests of the pupil.” 

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

pupils to attend school: 

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

sending them home to 'cool off.' 

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

school feels unable to support 

 Due to poor academic performance 

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

meeting. 

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

from the school 

 

2. Legislation and statutory guidance 

This policy is based on statutory guidance from the Department for Education: 

Suspension and permanent exclusion from maintained schools, academies and pupil 

referral units in England, including pupil movement.  

It is based on the following legislation, which outlines schools’ powers to exclude pupils: 

 Section 51a of the Education Act 2002, as amended by the Education Act 2011 

https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/school-exclusion
https://www.legislation.gov.uk/ukpga/2002/32/section/51A
http://www.legislation.gov.uk/ukpga/2011/21/contents/enacted


 

 

 The School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012 

In addition, the policy is based on: 

 Part 7, chapter 2 of the Education and Inspections Act 2006, which sets out parental 

responsibility for excluded pupils 

 Section 579 of the Education Act 1996, which defines ‘school day’  

 The Education (Provision of Full-Time Education for Excluded Pupils) (England) 
Regulations 2007, as amended by The Education (Provision of Full-Time Education for 
Excluded Pupils) (England) (Amendment) Regulations 2014 

 The Equality Act 2010 

 Children and Families Act 2014 

This policy complies with our funding agreement. 

 

Definitions 

Suspension – when a pupil is removed from the school for a fixed period. This was 

previously referred to as a ‘fixed-term exclusion’. 

Permanent exclusion – when a pupil is removed from the school permanently and taken 

off the school roll.  This is sometimes referred to as an ‘exclusion’. 

Off-site direction – when a governing board of a maintained school requires a pupil to 

attend another education setting temporarily, to improve their behavior. 

Parent – any person who has parental responsibility and any person who has care of the 

child.  

Managed move – when a pupil is transferred to another school permanently. All parties, 

including parents and the admission authority for the new school, should consent before 

a managed move occurs. 

 

Roles and responsibilities 

The Headteacher   

Deciding whether to suspend or exclude. 

Only the Headteacher, or acting Headteacher, can suspend or permanently exclude a 

pupil from school on disciplinary grounds. The decision can be made in respect of 

behaviour inside or outside of school. The Headteacher will only use permanent exclusion 

as a last resort. 

A decision to suspend or exclude a pupil will be taken only: 

http://www.legislation.gov.uk/uksi/2012/1033/made
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2
http://www.legislation.gov.uk/ukpga/1996/56/section/579
http://www.legislation.gov.uk/uksi/2007/1870/contents/made
http://www.legislation.gov.uk/uksi/2007/1870/contents/made
http://www.legislation.gov.uk/uksi/2014/3216/contents/made
http://www.legislation.gov.uk/uksi/2014/3216/contents/made
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted


 

 

 In response to serious or persistent breaches of the school’s behaviour policy, and 

 If allowing the pupil to remain in school would seriously harm the education or welfare 
of others  

Before deciding whether to suspend or exclude a pupil, the Headteacher will: 

 Consider all the relevant facts and evidence on the balance of probabilities, including 

whether the incident(s) leading to the exclusion were provoked. 

 Allow the pupil to give their version of events. 

 Consider whether the pupil has special educational needs (SEN) 

 Consider whether the pupil is especially vulnerable (e.g. the pupil has a social worker, 
or is a looked-after child (LAC)) 

 Consider whether all alternative solutions have been explored, such as off-site 
direction or managed moves. 

The Headteacher will consider the views of the pupil, in light of their age and 

understanding, before deciding to suspend or exclude, unless it would not be appropriate 

to do so. 

Pupils who need support to express their views will be allowed to have their views 

expressed through an advocate, such as a parent or social worker. 

The Headteacher will not reach their decision until they have heard from the pupil and 

will inform the pupil of how their views were taken into account when making the 

decision. 

Informing parents 

If a pupil is at risk of suspension or exclusion the Headteacher will inform the parents as 

early as possible, in order to work together to consider what factors may be affecting 

the pupil’s behaviour, and what further support can be put in place to improve the 

behaviour. 

If the Headteacher decides to suspend or exclude a pupil, the parents will be informed 

of the period of the suspension or exclusion and the reason(s) for it, without delay.  

The parents will also be provided with the following information in writing, without delay: 

 The reason(s) for the suspension or exclusion 

 The length of the suspension or, for a permanent exclusion, the fact that it is 
permanent 

 Information about parents’ right to make representations about the suspension or 
permanent exclusion to the governing board and how the pupil may be involved in 

this 

 How any representations should be made 



 

 

 Where there is a legal requirement for the governing board to hold a meeting to 

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

own expense) and to bring a friend 

The Headteacher will also notify parents without delay and by the end of the afternoon 

session on the first day their child is suspended or permanently excluded, that: 

 For the first 5 school days of an exclusion (or until the start date of any alternative 
provision or the end of the suspension, where this is earlier), the parents are legally 
required to ensure that their child is not present in a public place during school hours 

without a good reason. This will include specifying on which days this duty applies. 

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

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

possible: 

 The start date for any provision of full-time education that has been arranged.  

 The start and finish times of any such provision, including the times for morning and 
afternoon sessions, where relevant 

 The address at which the provision will take place. 

 Any information the pupil needs in order to identify the person they should report to 
on the first day. 

If the Headteacher does not have the all the information about the alternative provision 

arrangements by the end of the afternoon session on the first day of the suspension or 

permanent exclusion, they can provide the information at a later date, without delay and 

no later than 48 hours before the provision is due to start. 

The only exception to this is where alternative provision is to be provided before the 

sixth day of a suspension or permanent exclusion, in which case the school reserves the 

right to provide the information with less than 48 hours’ notice, with parents’ consent. 

Informing the governing board  

The Headteacher will, without delay, notify the governing board of: 

 Any permanent exclusion, including when a suspension is followed by a decision to 

permanently exclude a pupil 

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

than 10 lunchtimes) in a term 

 Any suspension or permanent exclusion which would result in the pupil missing a 

National Curriculum test or public exam  

The Headteacher will notify the governing board once per term of any other suspensions of which 

they have not previously been notified, and the number of suspensions and exclusions which have 

been cancelled, including the circumstances and reasons for the cancellation. 



 

 

Informing the local authority (LA) 

The Headteacher will notify the LA of all suspensions and permanent exclusions without 

delay, regardless of the length of a suspension. 

The notification will include: 

 The reason(s) for the suspension or permanent exclusion 

 The length of a suspension or, for a permanent exclusion, the fact that it is permanent 

For a permanent exclusion, if the pupil lives outside the LA in which the school is located, 

the Headteacher will also, without delay, inform the pupil’s ‘home authority’ of the 

exclusion and the reason(s) for it. 

Informing the pupil’s social worker and/or virtual school head (VSH) 

If a:  

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

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

This is in order to work together to consider what factors may be affecting the pupil’s 

behaviour, and what further support can be put in place to improve the behaviour. 

If the Headteacher decides to suspend or permanently exclude a pupil with a social 

worker / a pupil who is looked after, they will inform the pupil’s social worker / the VSH, 

as appropriate, without delay, that: 

 They have decided to suspend or permanently exclude the pupil 

 The reason(s) for the decision 

 The length of the suspension or, for a permanent exclusion, the fact that it is 

permanent 

 The suspension or permanent exclusion affects the pupils ability to sit a National 

Curriculum test or public exam (where relevant) 

The social worker / VSH will be invited to any meeting of the governing board about the 

suspension or permanent exclusion. This is so they can provide advice on how the pupil’s 

background and/or circumstances may have influenced the circumstances of their 

suspension or permanent exclusion. The social worker should also help ensure 

safeguarding needs and risks and the pupil’s welfare are taken into account.   

 

 



 

 

Cancelling suspensions and permanent exclusions 

The Headteacher may cancel a suspension or permanent exclusion that has already 

begun, but this will only be done where it has not yet been reviewed by the governing 

board. Where there is a cancellation: 

 The parents, governing board and LA will be notified without delay 

 Where relevant, any social worker and VSH will notified without delay 

 Parents will be offered the opportunity to meet with the Headteacher to discuss the 

cancellation  

 As referred to above, the Headteacher will report to the governing board once per 
term on the number of cancellations 

 The pupil will be allowed back in school 

 

Providing education during the first 5 days of a suspension or permanent 

exclusion 

During the first 5 days of a suspension, if the pupil is not attending alternative (AP) 

provision, the Headteacher will take steps to ensure that achievable and accessible work 

is set and marked for the pupil. Online pathways such as Seesaw may be used for this. 

If the pupil has a special educational need or disability, the Headteacher will make sure 

that reasonable adjustments are made to the provision where necessary. 

If the pupil is looked after or if they have a social worker, the school will work with the 

LA to arrange AP from the first day following the suspension or permanent exclusion. 

Where this isn’t possible, the school will take reasonable steps to set and mark work for 

the pupil, including the use of online pathways. 

The Governing board 

Considering suspensions and permanent exclusions 

The governing board has a duty to consider parents’ representations about a suspension 

or permanent exclusion. It has a duty to consider the reinstatement of a suspended or 

permanently excluded pupil (see sections 5 and 6) in certain circumstances. 

Within 14 days of receiving a request, the governing board will provide the secretary of 

state and the Local Authority with information about any suspensions or exclusions within 

the last 12 months. 

For any suspension of more than 5 school days, the governing will arrange suitable full-

time education for the pupil. This provision will begin no later than the sixth day of the 

suspension.  

 



 

 

The local authority (LA) 

For permanent exclusions, the LA will arrange suitable full-time education to begin no 

later than the sixth school day after the first day of the exclusion. 

For pupils who are LAC or have social workers, the LA and the school will work together 

arrange suitable full-time education to begin from the first day of the exclusion. 

 

Considering the reinstatement of a pupil  

The governing board will consider and decide on the reinstatement of a suspended or 

permanently excluded pupil within 15 school days of receiving the notice of the 

suspension or exclusion if: 

 The exclusion is permanent 

 It is a suspension which would bring the pupil's total number of days out of school to 
more than 15 in a term; or 

 It would result in a pupil missing a public exam or National Curriculum test 

Where the pupil has been suspended, and the suspension does not bring the pupil's total 

number of days of suspension to more than 5 in a term, the governing board must 

consider any representations made by parents. However, it is not required to arrange a 

meeting with parents and it cannot direct the Headteacher to reinstate the pupil. 

 

Where the pupil has been suspended for more than 5 days, but less than 16 days, in a 

single term, and the parents make representations to the board, the governing board 

will consider and decide on the reinstatement of a suspended pupil within 50 school days 

of receiving notice of the suspension. If the parents do not make representations, the 

board is not required to meet and it cannot direct the Headteacher to reinstate the pupil. 

Where a suspension or permanent exclusion would result in a pupil missing a public exam 

or National Curriculum test, the governing board will, as far as reasonably practicable, 

consider and decide on the reinstatement of the pupil before the date of the exam or 

test. If this is not practicable, the governing board may consider the suspension or 

permanent exclusion and decide whether or not to reinstate the pupil.  

The following parties will be invited to a meeting of the governing board and allowed to 

make representations or share information: 

 Parents, or the pupil if they are 18 or over (and, where requested, a representative 
or friend) 

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

 The Headteacher   



 

 

 The pupil’s social worker, if they have one 

 The VSH, if the pupil is looked after 

The governing board will try to arrange the meeting within the statutory time limits set 

out above and must try to have it at a time that suits all relevant parties. However, its 

decision will not be invalid simply on the grounds that it was not made within these time 

limits. 

The governing board can either: 

 Decline to reinstate the pupil, or 

 Direct the reinstatement of the pupil immediately, or on a particular date (except in 
cases where the board cannot do this – see earlier in this section) 

In reaching a decision, the governing board will consider: 

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

procedurally fair  

 Whether the Headteacher followed their legal duties 

 The welfare and safeguarding of the pupil and their peers 

 Any evidence that was presented to the governing board 

They will decide whether or not a fact is true ‘on the balance of probabilities’. 

Minutes will be taken of the meeting, and a record kept of the evidence that was 

considered. The outcome will also be recorded on the pupil’s educational record, and 

copies of relevant papers will be kept with this record.  

The governing board will notify, in writing, the following stakeholders of its decision, 

along with reasons for its decision, without delay: 

 The parents, or the pupil, if they are 18 or older 

 The Headteacher  

 The pupil’s social worker, if they have one 

 The VSH, if the pupil is looked after 

 The local authority 

 The pupil’s home authority, if it differs from the school’s 

Where an exclusion is permanent and the governing board has decided not to reinstate 

the pupil, the notification of decision will also include the following: 

 The fact that it is a permanent exclusion 

 Notice of parents’ right to ask for the decision to be reviewed by an independent 

review panel 



 

 

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

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

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

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

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

panel. 

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

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

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

 That, if parents believe that the permanent exclusion has occurred as a result of 

unlawful discrimination, they may make a claim under the Equality Act 2010 to the 
first-tier tribunal (special educational needs and disability), in the case of disability 

discrimination, or the county court, in the case of other forms of discrimination. Also, 
that any claim of discrimination made under these routes should be lodged within 6 
months of the date on which the discrimination is alleged to have taken place 

 

Independent review  

If parents apply for an independent review within the legal timeframe, the academy trust 

will arrange for an independent panel to review the decision of the governing board not 

to reinstate a permanently excluded pupil.  

Applications for an independent review must be made within 15 school days of notice 

being given to the parents by the governing body of its decision to not reinstate the pupil 

or, if after this time, within 15 school days of the final determination of a claim of 

discrimination under the Equality Act 2010 regarding the permanent exclusion. 

A panel of 3 or 5 members will be constituted with representatives from each of the 

categories below. Where a 5-member panel is constituted, 2 members will come from 

the school governor category and 2 members will come from the Headteacher category. 

At all times during the review process there must be the required representation on the 

panel. 

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



 

 

 Current or former school governors who have served as a governor for at least 12 

consecutive months in the last 5 years, provided they have not been teachers or 
Headteacher s during this time 

 Headteacher s or individuals who have been a Headteacher within the last 5 years 

A person may not serve as a member of a review panel if they: 

 Are a director of the academy trust of the excluding school 

 Are the Headteacher of the excluding school, or have held this position in the last 5 
years 

 Are an employee of the academy trust or the governing board, of the excluding school 
(unless they are employed as a Headteacher at another school) 

 Have, or at any time have had, any connection with the academy trust, school, 
governing board, parents or pupil, or the incident leading to the exclusion, which 
might reasonably be taken to raise doubts about their impartiality 

 Have not had the required training within the last 2 years (see appendix 4 for what 
training must cover) 

The panel must consider the interests and circumstances of the pupil, including the 

circumstances in which the pupil was permanently excluded, and have regard to the 

interests of other pupils and people working at the school. 

Taking into account the pupil’s age and understanding, the pupil or their parents will be 

made aware of their right to attend and participate in the review meeting and the pupil 

should be enabled to make representations on their own behalf, should they desire to. 

Where a SEN expert is present, the panel must seek and have regard to the SEN expert’s 

view of how SEN may be relevant to the pupil’s permanent exclusion.  

Where a social worker is present, the panel must have regard to any representation 

made by the social worker of how the pupil’s experiences, needs, safeguarding risks 

and/or welfare may be relevant to the pupil’s permanent exclusion.  

Where a VSH is present, the panel must have regard to any representation made by the 

social worker of how any of the child's background, education and safeguarding needs 

were considered by the Headteacher in the lead up to the permanent exclusion or are 

relevant to the pupil’s permanent exclusion. 

Following its review, the independent panel will decide to do 1 of the following: 

 Uphold the governing board’s decision 

 Recommend that the governing board reconsiders reinstatement 

 Quash the governing board’s decision and direct that they reconsider reinstatement 

(only if it judges that the decision was flawed) 



 

 

New evidence may be presented, though the school cannot introduce new reasons for 

the permanent exclusion or the decision not to reinstate. The panel must disregard any 

new reasons that are introduced.  

In deciding whether the decision was flawed, and therefore whether to quash the decision 

not to reinstate, the panel must only take account of the evidence that was available to 

the governing board at the time of making its decision. This includes any evidence that 

the panel considers would, or should, have been available to the governing board and 

that it ought to have considered if it had been acting reasonably. 

If evidence is presented that the panel considers it is unreasonable to expect the 

governing board to have been aware of at the time of its decision, the panel can take 

account of the evidence when deciding whether to recommend that the governing board 

reconsider reinstatement. 

The panel’s decision can be decided by a majority vote. In the case of a tied decision, 

the chair has the casting vote.  

Once the panel has reached its decision, the panel will notify all parties in writing without 

delay.  

This notification will include:  

 The panel’s decision and the reasons for it 

 Where relevant, details of any financial readjustment or payment to be made if the 
governing board does not subsequently decide to offer to reinstate the pupil within 

10 school days 

 Any information that the panel has directed the governing board to place on the 

pupil’s educational record  

 

School registers 

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

 15 school days have passed since the parents were notified of the governing body’s 

decision to not reinstate the pupil and no application has been made for an 
independent review panel, or 

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

review panel 

Where an application for an independent review has been made within 15 school days, 

the governing board will wait until that review has concluded before removing a pupil’s 

name from the register. 

While the pupil’s name remains on the school’s admission register, the pupil’s attendance 

will still be recorded appropriately. Where alternative provision has been made for an 



 

 

excluded pupil and they attend it, code B (education off-site) or code D (dual registration) 

will be used on the attendance register.  

Where excluded pupils are not attending alternative provision, code E (absent) will be 

used.  

Making a return to the LA 

Where a pupil’s name is to be removed from the school admissions register because of 

a permanent exclusion, the school will make a return to the LA. The return will include:  

 The pupil’s full name 

 The full name and address of any parent with whom the pupil normally resides 

 At least 1 telephone number at which any parent with whom the pupil normally resides 

can be contacted in an emergency 

 The grounds upon which their name is to be deleted from the admissions register 

(i.e., permanent exclusion)  

 Details of the new school the pupil will attend, including the name of that school and 
the first date when the pupil attended or is due to attend there, if the parents have 

told the school the pupil is moving to another school. 

 Details of the pupil’s new address, including the new address, the name of the 

parent(s) the pupil is going to live there with, and the date when the pupil is going to 
start living there, if the parents have informed the school that the pupil is moving 

house. 

This return must be made as soon as the grounds for removal is met and no later than 

the removal of the pupil’s name. 

Returning from a suspension 

Reintegration strategy 

Following suspension, the school will put in place a strategy to help the pupil reintegrate 

successfully into school life and full-time education. 

Where necessary, the school will work with third-party organisations to identify whether 

the pupil has any unmet special educational and/or health needs.  

The following measures may be implemented, as part of the strategy, to ensure a 

successful reintegration into school life: 

 

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

 Daily contact in school with a designated pastoral professional 



 

 

 Mentoring by a trusted adult or a local mentoring charity 

 Regular reviews with the pupil and parents to praise progress being made and 
raise and address any concerns at an early stage 

 Informing the pupil, parents and staff of potential external support 

 

Part-time timetables will not be used as a tool to manage behaviour and, if used, will be 

put in place for the minimum time necessary. 

The strategy will be regularly reviewed and adapted where necessary throughout the 

reintegration process in collaboration with the pupil, parents, and other relevant parties.  

Reintegration meetings  

The school will explain the reintegration strategy to the pupil in a reintegration meeting 

before or on the pupil’s return to school. During the meeting the school will communicate 

to the pupil that they are getting a fresh start and that they are a valued member of the 

school community. 

The pupil, parents, a member of senior staff, and any other relevant staff will be invited 

to attend the meeting. 

The meeting can proceed without the parents in the event that they cannot or do not 

attend. 

The school expects all returning pupils and their parents to attend their reintegration 

meeting, but pupils who do not attend will not be prevented from returning to the 

classroom. 

 

Monitoring arrangements 

The school will collect data on the following: 

 Attendance, permanent exclusions and suspensions  

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

 Anonymous surveys of staff, pupils, governors and other stakeholders on their 
perceptions and experiences 

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

 At school level 

 By age group 

 By time of day/week/term 

 By protected characteristic  



 

 

The school will use the results of this analysis to make sure it is meeting its duties under 

the Equality Act 2010. If any patterns or disparities between groups of pupils are 

identified by this analysis, the school will review its policies in order to tackle it. 

This policy will be reviewed by Emmee Standeven every year. At every review, the policy 

will be approved by the governing body at Chestnut Park.  

 

 

 
  



 

 

Appendix 1: Behaviour scripts supporting improving behaviour 

 
Incident What we will say 

Inappropriate 

behaviour 

Dealt with calmly. Refer to Ready to Learn, vision as dialogue throughout and 

then consider using a sanction.  

It is not okay to …. I am reminding you our value… and that behaviour 

does not show / help / reflect our values. 

 

1) The child receives ‘warning’. I am giving you a warning as that 

behaviour does not show / help/ reflect of values. That is not okay. 

2) The child is told they need ‘timeout’ and should calm down (supervised) in 

a different location within the classroom/learning environment.   You are in 

having timeout because I have warned you and that behaviour does 

not show / help / reflect our values. 

 

3) The child to lose minutes of playtime to ‘reflect’. This is limited to 5 

minutes at morning playtime.   

 I do not… We do not…You do not… 

I do… We do… and you do… 

 

4) The child may be removed from the classroom and spend time in another 

class or with SLT/Headteacher. A record of this is noted by the Class Teacher. 

The child will spend time in ‘reflection’ at lunchtime with the Senior 

Leadership Team (SLT)  

I do not… We do not…You do not… 

I do… We do… and you do… 

  
Refusal to follow 

instructions or 

complete adult 

led learning 

tasks 

I am reminding you of what you have been asked to do you need to 

follow the adult instruction. It is not okay to …. 

 

I am reminding you for the 2nd time and this is now a warning 

because you are not showing respect for your learning. 

 

We will expect you to complete the missed learning task and this can 

happen in your playtime, either this morning, lunchtime or tomorrow. 

 

Well done for choosing to return to your learning. 

 

 



 

 

  
Deliberate 

breach of CPS 

values 

It is not ok to……………. As this is not being …. (value). 

 

You are receiving a warning as … As this is not being …. (value). 

 

You need ‘timeout’, and you need time to calm down/ think about 

behaviour (in a different location within the classroom/learning 

environment.   

 

Follow up in timeout with I do, we do, you do conversations: 

I do not… We do not…You do not… 

I do… We do… and you do… 

 

 

Sanction following time out is called Reflection time 

This is time in with trusted adult is available for you to understand what 

happened and resolve a problem. The child to lose minutes of playtime to 

‘reflect’. This is limited to 5 minutes.  The child may be removed from the 

classroom and spend time in another class or with SLT/Headteacher.  

 

You are having reflection time. (Identify time, not always with children) 

I do not… We do not…You do not… 

I do… We do… and you do… 

 

 
Physical violence 

– deliberate, 

fighting with a 

peer prolonged 

physical 

behaviour to 

another child 

attack on an 

adult  

 

 

Throwing items 

and deliberate 

destruction of 

property 

Stop. That is not ok. 

You are not being safe. 

…does not feel safe right now 

You are scaring……. 

That is not ok. 

 

More help needed please  

to be used if you feel at risk or need to positively hold. 

 

You need ‘timeout’, and you need time to calm down/ think about 

behaviour (in a different location within the classroom/learning 

environment.   

 

Follow up in timeout with I do, we do, you do conversations: 

I do not… We do not…You do not… 

I do… We do… and you do… 

 

You are having reflection time. (Identify time, not always with children) 

I do not… We do not…You do not… 

I do… We do… and you do… 

 

 



 

 

Inability to self-

regulate 

following a 

physical incident 

or destruction of 

property 

I can hear that 

I can see that 

It must be really difficult when 

I am wondering if 

Thank you for telling me that 

I see you are finding it really hard because 

I know you are angry/scared/worried, but I am listening to you 

 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 



 

 

Appendix 3: behaviour log 

Pupil’s name:  

Name of staff member 

reporting the incident: 

 

Date:  

Where did the incident 

take place? 

 

 

 

When did the incident 

take place? (Before 

school, after school, 

lunchtime, break time) 

 

 

 

What happened?  

 

 

Who was involved?  

 

 

What actions were 

taken, including any 

sanctions? 

 

 

 

 

Is any follow-up action 

needed? If so, give 

details 

 

 

 

 

People informed of the 

incident (staff, 

governors, parents, 

police): 

 

Childs Voice  



 

 

 

Appendix 4: letters to parents about pupil behaviour – templates  

First behaviour letter 

Dear parent,  

Recently, your child, _____________________________, has not been demonstrating the 

behaviour the school would expect.  

We are supporting you child in the following ways ……………………………………. To improve their 

behaviour.  

It is important that your child understands the need to follow our pupil code of conduct, and I 

would appreciate it if you could discuss their behaviour with them.  

If your child’s behaviour does not improve, I will contact you again and arrange a time for us to 

meet, however at this stage I am confident that a reminder of how to behave appropriately will 

be sufficient. 

Yours sincerely,  

 

Class teacher name: 

_____________________________________________________________________ 

Class teacher signature: 

__________________________________________________________________ 

Date: ________________________ 

 

------------------------------------------------------------------------------------------------------ 

Behaviour letter – return slip 

 

Please return this slip to school to confirm you have received this letter. Thank you.  

 

Name of child: 

__________________________________________________________________________ 

Parent name: 

___________________________________________________________________________ 

Parent signature: 

________________________________________________________________________ 

 

Date: ________________________ 

 



 

 

Second behaviour letter 

 

 

 

Dear parent,  

Following my previous letter regarding the behaviour of ________________________, I am 

disappointed to inform that they are still struggling to adhere to our pupil code of conduct. 

I would appreciate it if you could arrange to meet me at a mutually convenient time so we can 

discuss a way forward. 

Yours sincerely,  

 

Class teacher name: 

_____________________________________________________________________ 

 

Class teacher signature: 

__________________________________________________________________ 

 

Date: ______________________ 

 

 

 

 



 

 

Third behaviour letter 

 

 

 

Dear parent,  

I am sorry to report that, despite meeting and creating a behaviour contract, 

_______________________, has continued to demonstrate negative behaviours that are 

impacting both his/her and other pupils’ learning. 

_________________________ would now benefit from a structured approach to help improve 

their behaviour in school. 

I would be grateful if you could attend a meeting with the Headteacher, the Special Educational 

Needs Co-ordinator and myself, to discuss how we can best support your child in improving 

their behaviour. 

Insert details of the meeting time, date and location, as necessary, or how to contact the school 

to arrange the meeting. 

 

Yours sincerely,  

 

Class teacher name: 

_____________________________________________________________________ 

 

Class teacher signature: 

__________________________________________________________________ 

 

Date: _______________________ 

 

 

 

 

 

 

 

 



 

 

Appendix 5: Independent review panel training 

The academy trust must make sure that all members of an independent review panel 

and clerks have received training within the 2 years prior to the date of the review.  

Training must have covered: 

 The requirements of the primary legislation, regulations and statutory guidance 
governing suspensions and permanent exclusions on disciplinary grounds, which 

would include an understanding of how the principles applicable in an application for 
judicial review relate to the panel’s decision making 

 The need for the panel to observe procedural fairness and the rules of natural justice 

 The role of the chair and the clerk of a review panel 

 The duties of Headteacher s, governing boards and the panel under the Equality Act 

2010 

 The effect of section 6 of the Human Rights Act 1998 (acts of public authorities 
unlawful if not compatible with certain human rights) and the need to act in a manner 

compatible with human rights protected by that Act 

 


