
Positive Behaviour Policy 2020-2021 

Relationships underpin the Highfields ethos and are key.  
”Every child deserves a champion- an adult who will never give up on them, who understands the power of 
connection and insists that they become the best that they can possibly be.” Rita F Pierson. 

Aims and Expectations 
Highfields Spencer Academy aims to promote an attitude of mutual respect and care for others built on an 
understanding of everyone’s worth as an individual. This policy is for the information of staff, governors, parents, 
Spencer Academies Trust and all those concerned with the welfare of children at Highfields Spencer Academy.  
 
We are committed to providing high quality education. This means promoting positive attitudes and behaviour so 
that pupils become responsible for their own actions and increasingly independent members of the school 
community.  
 
The primary aim of our behaviour policy is to promote good behaviour. We have school rules and the staff do not 
ignore unacceptable behaviour, but having high expectations, being good role models and rewarding pupils 
enables us to promote positive behaviour. This policy is designed to promote good behaviour rather than merely 
deter anti-social behaviour. We believe that, with the right support, everyone can learn to self-manage and self-
regulate their emotions and behaviour. 
 
Our hope is to eliminate, as far as possible, the need for punishment and sanctions- avoiding any child forming the 
view that they are badly behaved. Instead we aim to provide an engaging, interesting, fun and challenging 
curriculum, rewarding positive behaviours and promoting high self-esteem. 
 
Positive relationships are the cornerstone of our ethos and approach and children are taught to respect all 
members of the community and their property. Children are encouraged to develop self-esteem through 
celebrating work and efforts and through regular opportunities to reflect on achievements and behaviour. 
 

British Values and Behaviour 

Our school reflects British Values in all we do. 

We encourage our children to be creative, unique, open-minded and independent individuals, respectful of 
themselves and of others in our school, our local community and the wider world. 
We aim to nurture our children on their journey through life so they can grow into safe, caring, democratic, 
responsible and tolerant adults who make a positive difference to British Society and to the world. 

Democracy 
We provide pupils with a broad general knowledge of, and promote respect for, public institutions and services by 
discussing these whenever appropriate in curriculum work. 
We model how perceived injustice can be peacefully challenged through our interactions with pupils and the 
schools’ behaviour system. 

 



The Rule of Law 
We ensure school rules and expectations are clear and fair by discussing these with pupils and establishing 
classroom rules with pupils themselves. We help pupils to distinguish right from wrong during everyday 
interactions and Collective Worship and we focus on fairness and justice to resolve any conflict as part of 
sanctions and our approach to behaviour. 
Help pupils to understand that living under the rule of law protects individuals including the vulnerable in society.  

Individual Liberty 
We support pupils to develop their self-knowledge, self-esteem and self-confidence through every aspect of 
teaching and learning in school. Pupils take responsibility for their behaviour, as well as knowing their wider rights 
and responsibilities. We implement a strong anti-bullying culture and actively challenge stereotypes. 

Respect and Tolerance 
We promote respect for individual differences and help pupils to acquire an understanding of, and respect for, 
their own and other cultures and ways of life. 
We challenge prejudicial or discriminatory behaviour.  
We develop critical personal thinking skills throughout our curricular work. This includes discussion on the 
differences between people, including; faith, ethnicity, disability, gender or sexuality, and different family 
situations. 

Positive behaviour management uses rewards and sanctions to achieve an ethos of kindness and co-operation 
through the acknowledgement of the school promises (see below) and high expectations that these are upheld.  
 
The school rules are based on the following six promises: 

 We treat others as we would like to be treated.     

 We move around school sensibly and quietly.   
 

 We listen to others.  
 

 We are honest, polite and  to everyone. 
 

             

 We look after our school and everything in it.   

 We do our best at work and play.     



Learning Dispositions 
 
We also promote our core expectations of positive behaviour through our ASPIRE curriculum which puts our 
values at the heart of everything we do.  
 
These values are promoted through our curriculum and recognised through our positive approaches. 
 

The six strands of ASPIRE 

 

ASPIRE stands for: 
 

Achievement - We want our pupils to develop high aspirations and set themselves challenging 

goals. We feel it is important to instil the confidence and determination to achieve these goals. We 

teach the importance of resilience and determination. 

Self-awareness - We encourage our pupils to know themselves better; both their strengths and 

weaknesses in order to identify where they should celebrate success and where they need to strive to 

develop further. 

Pride - We encourage our children to develop a sense of pride in themselves. This means being 

punctual, attending school every day, taking pride in their uniform and appearance, presenting their 

work to high standards and having pride in their behaviour. 

Inclusion - We aim to help children understand that everyone has the right and the capacity to achieve 

no matter the challenges they may face. This is the belief that every child can succeed. We want our 

pupils to support and encourage each other. 

Respect - We want our pupils to understand that respect is not just shown to other people but also to 

themselves, the wider community and our environment. It is about being polite and courteous but also 

about developing moral principles and sticking to them. 

Enquiry - This is about being ambitious learners who are not afraid to ask questions and dig deeper. We 

want our pupils to discuss, debate and steer their own learning. 

 

 

 

 

 

 



 

     Pupils are encouraged to think about the stepping 

stones to success to help them to be ready to learn and work together each day. This prepares them for 

a positive mindset. These are displayed in our classrooms and communal learning spaces alongside our 

school promises and ASPIRE values to help pupils think about their actions.  

 
 
ROLES AND RESPONSIBLITIES IN PROMOTING POSITIVE BEHAVIOUR 
The Principal will: 
• Implement the school behaviour policy consistently throughout the school by setting the standards of behaviour 
and supporting staff in the implementation of the policy. 
• Keep records of all reported serious incidents of misbehaviour. 
• Report to Governors and Spencer Academies Trust, when requested, on the effectiveness of the policy. 
• Ensure the health, safety and welfare of all children in the school. 
• Report to/meet with parents/carers when necessary 
• Be aware of and understand his/her rights and responsibilities  
 
The Principal has the responsibility for giving fixed-term suspensions to individual children for serious acts of 
misbehaviour. The Principal may permanently exclude a child for repeated, or very serious, acts of anti-social 
behaviour. This action is only taken after Spencer Academies Trust have been notified. 
 
 
All Staff will: 
• Give opportunities to develop interpersonal and social skills 
• Offer a curriculum that enables pupils to engage 
• Give the opportunity to work in groups 
• Make sure that pupils listen and are listened to and value others 
• Help pupils to gain the ability to make choices about their behaviour 
• Help pupils to be confident about their learning and enjoy it 
• Help pupils understand their rights and responsibilities as citizens in our society. 
• Be a positive role model 
• Reward/praise positive behaviour 
• Use the behaviour log when necessary 
• Ensure the pupils in their class know the class and school rules 
• Inform parents about their child’s welfare or behaviour and, where necessary, work alongside parents 
• Be aware of and understand their rights and responsibilities 
 
 



Pupils will: 
• Respect and care for others 
• Listen to others 
• Learn/work co-operatively 
• Obey the school rules 
• Resolve disputes positively 
• Value and take responsibility of the environment 
• When necessary carry out self-monitoring 
• Be aware of and understand their rights and responsibilities 
• Be aware of their own emotions and actions and take responsibility for these 
 
Parents, Carers and Families will: 
• Support the school when reasonable sanctions to punish a child have been used 
• Promote positive behaviour at home in order to have continuity between home/school 
• Initially contact the class teacher if they have concerns about the way their child has been treated. If concerns 
remain, contact the Principal then if necessary the Spencer Academy Trust. 
• Initially contact the class teacher if they feel their child’s behaviour, in or out of school, is impacting on the 
child’s emotional well-being. 
• Be aware of and understand their rights and responsibilities  
 
 
Spencer Academies Trust will: 
• Support the school in the implementation of the policy 
• Give advice, when necessary, to the Principal about disciplinary issues so that he/she can take the advice into 
account when making decisions about behaviour issues 
• Review the effectiveness of the policy 
 
 

Rewards and Sanctions 
 
Recognising and Celebrating Success at Every Opportunity 
 
Children who consistently meet or exceed our expectations will have the opportunity to participate in a range of 
child- led activities as part of our Aspire time each week. In addition, we acknowledge their great conduct though 
our celebration assemblies, the awarding of dojo points and messages home.  
 
Class dojo is a monster themed computerised system that is shared with parents and carers and as a tool for 
tracking behaviour across school. Parents/ carers are able to monitor their child’s behaviour through the class 
dojo app. There is a constistent approach to awarding dojo points and managing behaviour amongst all staff, 
including play workers.  
 
Dojo points are given for positive learning behaviours linked to our ASPIRE values. Examples of good behaviours 
that could result in a dojo include: Persevering with a difficult task, being polite and showing good manners, 
working hard to improve a piece of work, being a positive role model in following class routines, looking after a 
friend at playtime.  
 
Parents will be invited in to celebration assemblies which will be held once a week, where two members of each 
class will receive a certificate for being nominated as an OUTSTANDING TEAM MEMBER for work towards our 
school promises, achievements within Reading and Maths or other areas of the curriculum. 



 
At the end of each half term this will become a special celebration assembly to acknowledge outstanding effort 
made by pupils specifically towards our ASPIRE values. Aspire Ambassadors from the class will help to lead this 
assembly and two children from each class will receive exemplary certificates, badge or a medal for outstanding 
effort and progress in their ASPIRE dispositions.  
 
We praise and reward the children for good behaviour in a variety of other ways:- 

 Verbal praise 

 Individual class rewards, such as stickers, certificates, praise notes, prizes, pot of gold. 

 Bronze, Silver and Gold Awards 

 Headteacher’s Gold Book 

 Writer’s Award (each half term) 

 Phone calls home 

 Hot chocolate with the Principal 
 
Strategies for supporting pupils who are not yet able to demonstrate positive behaviours 
 
The school environment is designed to support emotional regulation. Most of our displays will be in a neutral 
background colour to help create a calm and communication friendly space. Each classroom has an area that is 
available for a child to go to when they need a break or time to be quiet and reflect. These areas will be 
comfortable and contain sensory resources to help children calm down and regulate their emotions. The school 
rules and our Stepping Stones to Success will be displayed here. Some children will need an adult to co-regulate 
with them and occasionally further support, for example, through social stories. Around school there are visuals 
that build an awareness of feelings and strategies to deal with a range of emotions. There are also positive 
affirmations and motivational quotes around school. Our curriculum has the development of social and emotional 
development at its core. Each week there are opportunities for mindfulness activities and reflection. During PSHE 
lessons and assemblies we actively teach children about emotions, how to look after their own wellbeing and 
what they can do if they are feeling worried or upset about anything. Consistent routines are in place to make 
expectations very clear and to ensure the environment is calm and orderly.  
We recognise that some children require additional reassurance and support to understand routines and 
expectations; to support these children we use visuals including signs and symbols. We make use of visual 
timetables and now and next boards if appropriate. In addition individual behaviour plans are used to support 
those children who need specific adjustments to help them develop and demonstrate positive behaviour. 
Individual behaviour plans take into account individual needs and the reasons behind any particular behaviour. 
They will: - Outline specific support strategies that may be needed to support the child; - Be drawn up in 
consultation the child and shared with parents. - Be reviewed regularly.  
Whilst we focus on and reward examples of positive conduct, we deal fairly and firmly with anything that falls 
short of our high standards. Children are supported to recognise that their behaviour can have a negative impact 
on themselves, property or others. They are expected to take responsibility for their actions and to take steps to 
put the situation right.  
All members of the school community should adopt a restorative approach to support children to reflect on their 
behaviour and emotions and to identify how they can make positive choices, helping them to resolve conflicts in 
the class and playground (emotion coaching – see Informal Restorative script in the appendix). Any dialogue about 
inappropriate behaviour should be held away from other children. Children should never be humiliated or 
shamed, shouted at aggressively, left outside a door or unsupervised.  
 
It is important that we apply sanctions consistently and appropriately to each individual situation. 
 



If children choose not to follow the rules there is an agreed list of graduated sanctions that can be applied by the 
adult working with them. Should the situation prove serious enough the process will be bypassed at the 
Principal’s discretion.  
 
All members of staff are aware of the regulations regarding the use of force by teachers, as set in DfE publication 
‘Use of reasonable force – Advice for headteachers, staff and governing bodies,’ July 2013, reviewed July 2015: 
Teachers in our school do not hit, push or slap children. Staff only intervene physically to restrain children or to 
prevent injury to a child, or if a child is in danger of hurting her/himself. The actions that we take are in line with 
government guidelines on the restraint of children. See Appendices 1 and 2. 
 

Within the classroom (Using Traffic Light system) 

  
All children to start each day ‘on the right track’ 
If the children break a school/classroom rule: Identify pupils who are demonstrating positive behaviours and 
praise. Use Non-verbal reminders:  
-The look 
-Proximity- moving towards a child’s space 
-Refocusing ( it is okay to use the child’s name to refocus behaviour) 
-Directions and encouragement.  
 
 

1. Verbal warning. Reminder of school expectations, e.g reminding of class rule or school rule, 
clarification of why the behaviour is unacceptable and reminding pupils of possible consequences. 
Use of an Affective statement e.g. It is disappointing when… ( name of the behaviour) 

2. GREEN – warning 
3. AMBER –miss 10 mins of the next breaktime ( please note, it is not appropriate for a child to miss 

their whole break time). Orange slip sent home to parents to explain which school promise broken. 
This will be stapled into reading diary. 

4. RED – send to Headteacher/Red slip sent home to parents to explain which school promise has been 
broken. This to be put in reading diary and followed up with a phone call to parent. 
 

For repeat offenders the following sanctions apply: 
 

 Red 1 – Sent to the Headteacher, as above. Time out of classroom (time dependent on   
 child and what they’ve done wrong) where possible, to work in Head’s office. If not, in the corridor near 
to front office. Parents informed.  
            Red 2 – Phone call to parents and put on report. This will mean that the child will have to  
                          report to the Headteacher at the end of each morning and afternoon for a specified period of time 
and their behaviour monitored. 

Red 3 – Parents asked to come in to school for meeting with class teacher, Head and Learning Mentor and 
discuss the consequences from that point. 
 
If a child is removed to work in the Head’s office or at the front of school this incident must be logged on 
CPOMS (an electronic system used to track and monitor serious behaviour incidents).  
 

Continuation of negative behaviour will lead to fixed-term exclusion. The ultimate sanction is permanent 
exclusion. The school will adhere to Derbyshire Pupil Exclusion Procedures (See Appendix A 



https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions-
letters.aspx). 
 
If a child’s behaviour has caused concern during the week, for example they have reached step 3 more than once 
in a week, they will spend five minutes engaging in restorative dialogue. This time will be used to provide children 
with a time for restorative reflection and plan ahead with the support of an adult. However, every child should 
receive at least 5 minutes of the reward time their class has earnt for positive behaviour ( see Appendix 3). 
 
Examples of behaviours which will lead to reflection and/or consequence include:  

Low level disruptive behaviour Behaviour that would escalate straight to step 4 

- Disrupting another child  
- Chatting in class 
 - Distraction or interruption  
- Answering back  
- Not following instructions  
- Telling lies  
- Name calling 
 - Unsafe movement around class or school 
 - Unsafe behaviour  
- Damaging property (minor)  
- Playtime incident (minor)  
- Refusal to work  
- Annoying other children  
- Inappropriate language 

Aggressive and violent behaviour causing deliberate 
injury to children or staff  
- Vandalism to buildings or property  
- Bullying  
- Major lesson disruption  
- Leaving school without consent  
- Abusive and threatening behaviour 
 - Vulgar/homophobic/racist language 

 
Inclusive language is used to ensure aspects of the learner are not identified as the problem. The unacceptable 
behaviour will be identified and discussed with the pupil, eg, “I find throwing a book on the floor unacceptable 
because….” rather than “You are very bad because….” 
 
As an inclusive school we value all members of our school community and it is important that all children feel 
welcome, safe and have a sense of belonging. If there are incidents of discrimination against any of the protected 
characteristics outlined in the Equality Act- age, disability, gender reassignment, race, religion or belief, sex and 
sexual orientation they will be dealt with in line with our sanction steps above and the incident recorded on 
CPOMS. When such incidents do occur we will use our restorative approaches alongside our values and 
curriculum to develop understanding of why such a behaviour is not appropriate.  
 
Equality Act 2010 
 
Legislation relating to equality and discrimination is laid out in the Equality Act 2010.  
 
Highfields Spencer Academy will take steps to advance equality of opportunity, foster good relations and 
eliminate discrimination or harassment across all the protected characteristics (age, race, gender reassignment, 
disability, marriage and civil partnership, religion and belief, pregnancy and maternity, gender, sexual orientation) 
within the school community as set out in our Equality Policy. 
 
This means: 
 

https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions-letters.aspx
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions-letters.aspx


  We will take reasonable and necessary steps to meet pupils’ needs by using a variety of approaches and 
planning reasonable adjustments for disabled pupils, enabling our pupils to take as full a part as possible in all the 
activities of the school. 
 
We will make reasonable adjustments to ensure the school environment and its activities are as accessible and 
welcoming as possible for pupils, staff and visitors to the school. We are also committed to ensuring staff with a 
disability have equality of opportunity. 
  

 We will actively encourage positive attitudes towards pupils and staff and expect everyone to treat others with 
dignity and respect. 
 

  We will regularly consider the ways in which the taught and wider curricula will help to promote awareness of 
the rights of individuals and develop the skills of participation and responsible action.  
 

 We will regularly consider the ways in which our teaching and the curriculum provision will support high 
standards of attainment, promote common values, and help students understand and value the diversity that 
surrounds them, and challenge prejudice and stereotyping. 
 
 
 
 
 
 
 

CHILDREN GET A FRESH START EACH HALF TERM 

Playtimes and Assemblies 
1. The supervising adult will give a verbal reminder of the rule/s being broken. 
2. If the child chooses to break the rule/s again a laminated traffic light is given out for the child to take 

back to class and go on the traffic light system within class. 
3. Persistent offenders will be removed from the rest of the children until the end of the session. 
4. KS2 children should lead by example and when lining up and coming in to assembly they will 

automatically be put on green (without warning) should they break any rules. 

Lunchtimes (TO BE PRINTED ON INDIVIDUAL CARDS) 
1. The supervising adult will give a verbal reminder of the rule/s being broken. 
2. If the child chooses to break the rule/s again a verbal warning is given by the Play Leader 
3. If the child continues to break the rule they will be issued a yellow card by the Play Leader 
4. Subsequent misdemeanours will result in a red card. 
5. Play Leader to inform class teacher. 

 
Children with a red card will miss their next lunchtime. 
 
Any two yellow cards within a week will result in an automatic red card.            
 
Any behaviour that threatens or endangers other children will necessitate those children being removed to safety 
whilst members of staff deal with the situation appropriately. 
 
Bullying is a form of negative behaviour and the school will not tolerate bullying of any kind. 



Where bullying does take place we will not ‘turn a blind eye’ to the problem but will take active steps to eliminate 
and prevent its occurrence in the future. See our separate Anti-Bullying Policy. 
 
 
Parents and Carers 
 
It is important that our parents and carers fully support our approach to promoting excellent conduct. To this end 
we would invite our families to work on the presumption that if a professional has highlighted a concern regarding 
their child’s conduct this will be a considered decision, taken in good faith to safeguard our children and to 
support their social and emotional development.  
 
Through their time in school children are learning to understand and manage their impulses, develop an 
understanding of social etiquette and recognise the importance of mutual tolerances and respect. It is a time 
when children develop through first hand experiences and by making mistakes- we consider that to be a vital part 
of the learning journey. Whilst a child may present a slightly different version of their conduct, reflecting their 
level of social and emotional development, it is essential that the high standards set by the school are supported 
at home. In this way we can enable all of our pupils to become well-balanced, well-mannered and courteous 
citizens of the future.  
 
We encourage parents to support their children’s behaviour in school and attached is our Home/School 
agreement that confirms our approach to behaviour and discipline. We also have a guide for parents to help 
dealing with all forms of bullying including cyberbullying. 
 
 
 
 

Fixed term and permanent exclusions 
 
We will endeavour to avoid exclusion from the school wherever possible. A decision to exclude a pupil for a fixed 
period is taken only in response to very serious breaches of the school’s rules or where the behaviour of the child 
means that it is not safe for them or affects the safety of others. The Principal will take the decision to exclude a 
pupil and will also decide upon the length of the exclusion and whether it is to be fixed term or permanent. 
 
A decision to exclude a pupil permanently is a serious one and will only be taken where the basic facts have been 
clearly established on the balance of probabilities and taking into account all of the circumstances, the evidence 
available and the need to balance the interest of the pupil against those of the whole school community. It will 
usually be the final step in a process for dealing with disciplinary offences following a wide range of other 
strategies which have been tried without success. It is an acknowledgement by the school that it has exhausted all 
available strategies for dealing with the pupil and will normally be used as a last resort. 
 
There will, however, be exceptional circumstances where, in the judgement of the Principal, it is appropriate to 
permanently exclude a pupil for a first or ‘one-off’ offence. Depending on the type of exclusion, in most cases, 
parents have the right to make representations to the governing body. In all cases of permanent exclusion, 
parents have the right to appeal to an independent appeal panel. In all cases where a child has accrued 15 or 
more days of exclusion then a formal meeting will be held with the child, parent/cares and a panel of governors ( 
see Derbyshire policy on fixed term exclusion process in appendix A). 
 



The school has a duty to provide suitable full-time educations for the excluded pupil from the sixth school day of 
any fixed period of exclusion of more than five consecutive days. Further information on fixed term exclusions can 
be found on the following link: https://www.gov.uk/government/publications/school-exclusion 
 
 
Use of reasonable force 
 
All school staff have the authority of the Principal and therefore legal power to use reasonable force to prevent 
pupils injuring themselves or others or damaging property, and to maintain good order and discipline in the 
classroom. Staff will endeavour to use techniques to de-escalate and diffuse situations as a first course of action.  
 
Whilst the school will provide additional training to staff in the use of restraint techniques from time to time, it is 
recognised that this is not a requirement prior to the use of restraint and should not stop a member of staff 
restraining a pupil where not to do so would put the pupil or others in danger. All incidents of restraint will be 
fully recorded and parents will be informed (see appendix 1). 
 
Behaviour beyond the school gate 
 
We have a long established expectation that our children’s conduct beyond the school gates should reflect the 
values that we promote and present a positive view of the school within the community we serve. Reports of 
children behaving inappropriately outside of the school (for example, when playing locally, wearing their school 
uniform or on a school trip) will be taken seriously and discussed with parents. If the behaviour is criminal or 
poses a serious threat to a member of public, the police should be informed. In addition, the Principal will 
consider whether the misbehaviour may be linked to the child suffering, or being likely to suffer, significant harm. 
In this case, they would follow the Safeguarding Policy (also see appendix 2) 
 
 

Monitoring, evaluation and review 
This policy will be promoted and implemented throughout the school. The school will review this policy annually 
and assess its implementation and effectiveness. 
 
 
THIS POLICY IS LINKED TO THE FOLLOWING POLICIES:  
 
Safeguarding Policy 
E-safety Policy 
Anti-bullying and Child-Friendly Anti-bullying policy 2020. 
PSHE/ Relationships, Sex and Health Education Policy 
Equality Policy 
Child-friendly version of the Behaviour Policy 2020 
SEND policy 
 
Resources and References:  
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools 
https://www.gov.uk/government/publications/searching-screening-and-confiscation 
https://www.gov.uk/government/publications/school-exclusion 
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25 
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools 

https://www.gov.uk/government/publications/school-exclusion


Appendix 1 - The Use of Reasonable Force  
The school follows the advice contained in the DfE publication ‘Use of reasonable force – Advice for headteachers, 
staff and governing bodies,’ July 2013, reviewed July 2015:  
 
In order to maintain the safety and welfare of our pupils, it may be necessary to use reasonable force on a pupil, 
as permitted by law. This is only to be used when all possible options for giving the child time/space to regain self-
control have been exhausted. This can mean either passive contact (standing between two pupils or blocking a 
pupil’s path) or active physical contact (leading a pupil by the hand or arm, ushering a pupil away by placing a 
hand in the centre of the back). All members of school staff have a legal power to use reasonable force. This 
power also applies to people whom the Head teacher has temporarily put in charge of pupils such as unpaid 
volunteers or parents accompanying pupils on a school organised visit. Any use of force by staff will be 
reasonable, lawful and proportionate to the circumstances of the incident and the seriousness of the behaviour 
(or the consequences it is intended to prevent). 
 
Reasonable force will be used only when immediately necessary and for the minimum time necessary to achieve 
the desired result and in order to prevent a pupil from doing or continuing to do any of the following: 
 • injuring themselves or others 
• causing damage to property, including their own  
• engaging in any behaviour prejudicial to good order and discipline at the school or among any of its pupils, 
whether that behaviour occurs in a classroom or elsewhere.  
• committing a criminal offence.  
 
Force will never be used as a punishment. Whether it is reasonable to use force and to what degree, also depends 
on the age and understanding of the pupil and whether they have Special Educational Needs or disabilities. 
Medical advice will always be sought about the safest way to hold pupils with specific health needs, special 
educational needs and disabilities. All staff including teaching assistants, lunchtime supervisors, admin staff and 
the site management have the right to defend themselves from attack, providing they do not use a 
disproportionate degree of force to do so. Similarly in an emergency, if for example, a pupil was at immediate risk 
of injury or at the point of inflicting injury on someone else, any member of staff is entitled to intervene. A 
volunteer helping in school would not be expected to work with a child who is known to need physical restraint as 
indicated in their Behaviour Management Plan. 
 
 Appendix 2 - Bringing inappropriate items into school  
 
The school will take very seriously the bringing onto the premises of inappropriate items, such as alcohol, tobacco, 
knifes or replica weapons. The parents or guardians of any child involved will always be notified immediately. Any 
child who deliberately brings such items into school may be subject to a fixed-term exclusion. If the offence is 
repeated, the child will be at risk of permanently exclusion. A referral will be made to and the police may become 
involved. If any child is found to be suffering from the effects of tobacco, alcohol or other substances, appropriate 
action will be taken including making a referral. It is forbidden for anyone, adult or child, to bring onto the school 
premises illegal drugs. Any child who is found to have brought to school any type of illegal substance will be at risk 
of fixed-term exclusion. The child will not be readmitted to the school until a parent or guardian of the child has 
visited the school and discussed the seriousness of the incident with the Principal. If a child is found to have 
deliberately brought illegal items into school, and is found to be distributing these to other pupils, the child will be 
at risk of permanently exclusion. A referral will be made to and the police may become involved. 
 
 
 
 
 



Appendix 3-  



 

Appendix A  

Derbyshire County Council – Pupil Exclusion Procedures 
 

Informing Parents  
Parents should be notified immediately, by telephone if possible, followed by a letter within one school day.  
 
For children in public care, the social worker should be notified as well as all those with parental responsibility. 
 
For pupils living outside the Derbyshire LEA area, the home LEA should be notified if the exclusion is permanent. 
 
Letters about either fixed period, which include lunchtime exclusions counting as one half of a school day, or 
permanent exclusions must state:  

 for a fixed period exclusion -the precise period of the exclusion  

 for a permanent exclusion – the fact that it is a permanent exclusion  
 the reasons for the exclusion  

 the parent’s right to make representations about the exclusion to the governing body  

 who parents should contact if they wish to do so (this will usually be the Clerk to the Governors)  



 
The following should also be included:  

 the latest date by which the governing body must meet (for exclusions of over five days in one term) but 
see model letter 2 for exclusions of over 5 but no more than 15 days – only if parents request a meeting  

 the parents’ right to see and have a copy of their child’s school record  

 for fixed period exclusions, the date and time for the return to school – for  
 exclusions of over 15 days the LEA also requests a report at least 5 school  
 days before the governing body meets in order to provide advice to the  
 governors. Parents should also be sent a copy of this report.  

 for lunchtime exclusions, the number of lunchtimes for which the pupil is being excluded and the 
arrangements for providing a free school meal for entitled pupils.  

 For fixed term exclusions information about who parents can appeal to if they feel disability 
discrimination has occurred – see model letters 1,2 and 3  

 for permanent exclusions, the date the exclusion takes effect and any relevant previous history. (Since the 
previous history is likely to prevent the letter being sent within one school day this should be sent in a 
prompt follow up document (Headteacher’s report) to be received by the parent and the LEA at least 5 
school days before the governing body meeting)  

 The arrangements for setting and marking work for exclusions of more than one day  

that advice and information on the exclusions process for parents and staff is available from Sharon Neak at 
Derbyshire LA at John Hadfield House, Dale Road, Matlock, Derbyshire, DE4 3RD, 01629 535802 or 
Sharon.Neak@derbyshire.gov.uk    

The Department for Education (DfE) have developed exclusion guidance for parents which can be accessed via the 
following web links:  

http://www.gov.uk/school-discipline-exclusions/exclusions http://www.gov.uk/government/publications/school-
exclusion  

You may also find it useful to contact Derbyshire Information, Advice and Support Service for SEND (formerly 
Parent Partnership), a local organisation that can offer exclusion support.  They can be contacted at 
ias.service@derbyshire.gov.uk or 01629 533668.  Alternatively, other useful contacts that provide impartial advice 
and information to parents on education matters include:  

 The Coram Children’s Legal Centre – www.childrenslegalcentre.com 

 ACE Education – http://www.ace-ed.org.uk or 0300 011 5142 

 Independent Parental Special Education Advice – http://www.ipsea.org.uk/ 

 The National Autistic Society (NAS) School Exclusion Service (England) –schoolexclusions@nas.org.uk or 
0808 800 4002 

● Where the parents of an excluded pupil do not speak or have a good understanding of English, correspondence 
and documentation relating to the exclusion should be translated into their mother tongue. In such cases the 
school and/or the LEA should arrange for an interpreter to be present at any meetings with the parent about the 
exclusion. We would normally expect the school to make these arrangements. In cases of difficulty please contact 
the https://schoolsnet.derbyshire.gov.uk/childrens-support-services/supporting-families/supporting-
families.aspx. Also the parents should be invited to advise the school if they have a disability or special needs 
which would affect their ability to attend any meeting. 
 

http://www.ipsea.org.uk/
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/supporting-families/supporting-families.aspx
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/supporting-families/supporting-families.aspx


The appropriate model letters can be found on the Derbyshire Schoolsnet Website 
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions-letters.aspx 
and should be used. The content of these letters has been modified to account for changes outlined in the new 
2017 DfE exclusion guidance. 
 
All exclusion cases should be treated in the strictest confidence.  
 
If a fixed period exclusion is extended or is changed to a permanent one, a fresh letter must be sent.  
 
Where a school has concerns about the behaviour, or risk of exclusion, of a child with additional needs, a pupil 
with an EHC plan or a looked after child, it should, in partnership with others (including the local authority as 
necessary), consider what additional support or alternative placement may be required. This should involve 
assessing the suitability of provision for a pupil’s SEN. Where a pupil has an EHC plan, schools should consider 
requesting an early annual review or interim/emergency review. 
 

Informing Spencer Academies Trust, Governing Body and the LEA  
 
The Principal must notify the Spencer Academies Trust, the governing body and the LEA within one school day of:  

 all permanent exclusions  

 all exclusions which result in the pupil missing more than five school days in aggregate in any one term  

 all lunchtime exclusions which result in the pupil missing more than 10 lunchtimes in any one term  

 all exclusions which deny pupils the chance to take a public examination.  
 
The LEA’s notification should be on Fixed term exclusions template V1 or a form containing the same 
information.(see https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-
management/exclusions.aspx) NB All the information must be given including the unique pupil number.  
Fixed period or lunchtime exclusions for the equivalent of five days or less in any one term must be reported to 
the governing body, the Spencer Academies Trust and the LEA once per term. However, the LEA prefers to receive 
details of these exclusions within one school day in the same way as longer exclusions since it is required for 
monitoring and improving practice. In any case the same detailed information on Fixed term exclusions template 
V1 is required for DFE return purposes.  
The headteacher will:  
• Telephone the Inclusion Team tel: 01629 535802 to inform the local authority of the start date of the exclusion, 
reason for exclusion, confirm parental contact details, and confirm deadlines/timescales for governing board 
meetings. 
• Add the exclusion details on your school management information system (MIS) and complete the Permanent 
exclusion notification spreadsheet and send to the Inclusion Team.  

The Discipline Committee   
 
A discipline committee is no longer statutory but is recommended. A Discipline Committee is made up of three or 
five governors, not including the Principal, who can be drawn from a nominated pool. It can run with four 
governors, in which case the Chair has a casting vote. The members should not have any personal interest, which 
could rule out parent governors whose child is taught with the pupil under consideration or a member of staff 
who has been involved with the pupil. Committee meetings must be clerked. Neither the Principal nor a governor 
may act as clerk.  

Arrangements for Meetings  
 

https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions-letters.aspx
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions.aspx
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions.aspx


For exclusions of 5 days or less (including lunchtimes), there is no requirement for a meeting. However, if the 
parent makes representations the governing body must consider these.  
If any exclusion would result in the pupil missing a public examination, the governing body should try to meet 
before the date of the examination. If, exceptionally, it is not practical for the governing body to meet before the 
time when the pupil is due to take the public examination, the Chair of Governors - using his or her powers to act 
in an emergency - may consider the exclusion and decide whether or not to reinstate the pupil (these are the only 
circumstances in which the Chair of Governors can alone review an exclusion). In such cases the parent has the 
right to make oral representations to the governing body or, as the case may be, the Chair. If possible, the Chair 
should have the advice of the Clerk and an LEA Officer.  
 
In some cases, depending on the nature and seriousness of the exclusion, the governing body may exercise its 
discretion to allow an excluded pupil on the premises for the sole purpose of taking a public examination. There is 
no automatic right for any excluded pupil to take a public examination on the excluding school's premises - this is 
entirely at the governor's discretion.  
 
The following meetings must be arranged within this timescale:  

 for individual or aggregated exclusions of between over five and 15 school days in a term (including 
lunchtimes), if the parent requests a meeting. The meeting must be held within six and 50 school days of 
the governing body receiving notice of the exclusion.  

 for permanent exclusions and individual or aggregated exclusions of over 15 school days in a term ( 
including lunchtimes), a meeting must be held within six and 15 school days of the governing body 
receiving notice of the exclusion.  

 
The clerk or chair:  

 must invite the parent, Principal and the LEA to the meeting, where possible at a time convenient to all. 
For children in public care the social worker should be invited as well as all those with parental 
responsibility. The LEA representative will normally fit in with your arrangements provided that sufficient 
notice is given. Parents may be accompanied by a friend or legal representative. The excluded pupil may 
attend if the parent wishes and there are no strong reasons to refuse  

 should ask for any written statements, including witness statements, in advance of the meeting  

 should circulate in advance any written statements and a list of those who will be present to all parties 
attending the meeting.  

Procedure at the Meeting  
 
If the pupil is back at school before the governing body meet, the Spencer Academies Trust must consider 
whether the Principal’s decision to exclude was justified based on the evidence. The outcome of their review 
should be added to the pupil’s record.  
 
If the pupil is excluded for a fixed period and is still out of school when the meeting takes place or is permanently 
excluded, the governing body should decide whether to direct reinstatement. 
 
 
In reaching a decision the governing body should:  

 consider any representations made by the parent, the pupil and the LEA  

 whether the Headteacher has complied with the exclusion procedure and has had regard to the Secretary 
of State’s guidance before deciding to exclude the pupil, which is from 2017 DfE exclusion guidance 
‘Exclusion from maintained schools, academies and pupil referral units in England’ Ref: DFE-00184-2017 
(https://www.gov.uk/government/publications/school-exclusion) 

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

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
https://www.gov.uk/government/publications/school-exclusion
http://www.legislation.gov.uk/uksi/2012/1033/made


 The Education (Provision of Full-Time Education for Excluded Pupils) (England) (Amendment) Regulations 2014 
 

After the Decision  
Spencer Academies Trust should notify the parent, the Principal and the LEA of the decision in writing within one 
school day, giving reasons. The governing body/ Spencer Academies Trust may not attach conditions to a 
reinstatement.  
 
Where a permanent exclusion is confirmed, the letter should also include:  

 the reasons for the decision  

 the parent’s right to appeal to an independent appeal panel. Parents should also be made aware that if 
they think the exclusion occurred as a result of discrimination, it is possible to 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.  If parents wish 
to make a claim of discrimination, please be aware that such a claim must be lodged within six months of 
the date in which the discrimination is alleged to have taken place.  

Information on disability discrimination and other forms of discrimination claims are available on the HM Courts 
and Tribunal Service website at:   

http://www.justice.gov.uk/tribunals/send  

Making a claim would not affect a parent’s right to make representations to Spencer Academies Trust.    

 

 that any letter requesting an appeal should give the grounds for the appeal which may include a reference 
to any disability discrimination claim that the parent may wish to make  

 the date by which the parent can lodge an appeal, which will be 15 school days from the date the parent 
receives notice. This date is taken to be: the second school day after the date of posting the letter by first 
class post  

 that the parent should advise Sharon Neake if they have a disability or special needs which would affect 
their ability to attend the hearing and/or that they would find it helpful to have an interpreter present.  

 
The LEA should be informed of this date, as it also has a duty to write to parents about their right of appeal – 
contact Sharon Neake on 01629 535802 or Sharon.Neak@derbyshire.gov.uk 
  
Model letter (on https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-
management/exclusions-letters.aspx) incorporates all necessary information  
 
A note of Spencer Academies Trust’s views on the exclusion should be placed on the pupil’s record along with 
copies of relevant papers.  

Arrangements for an Appeal Hearing  
The Local Authority will arrange appeal hearings. The panel must meet within 15 school days of the date the 
parent lodges an appeal. 
  
 However, the panel may decide to adjourn the hearing, if necessary. Hearings will be arranged, as far as is 
practicable, so that all parties are able to attend.  
 
Those entitled to attend are:  

http://www.legislation.gov.uk/2014/3216
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions-letters.aspx
https://schoolsnet.derbyshire.gov.uk/childrens-support-services/attendance-management/exclusions-letters.aspx


 the parent, who may bring a friend or representative  

 the pupil, if they and their parents wish it  

 the Principal, who may make oral representations  

 a nominated governor, who may make oral representations  

 a nominated LEA officer, who may make oral representations  

 a legal or other representative of the governing body  

 any alleged victim or his/her representative  

 a member of the Council on Tribunals – as observer  
 
More advice and guidance for parents is available from 
https://www.derbyshireiass.co.uk/parents-and-carers/information-and-advice/permanent-
exclusion.aspx 
 
Advisory Centre for Education Exclusions telephone: 0207 704 9822 or 0808 800 5793. 

 
The Principal, Spencer Academies Trust and LEA may also make written representations. An alleged victim can 
have a “voice” at the hearing, either in person, through a representative or by submitting a written statement. 
  
The decision of the panel is final and binding on all parties.  
 

 
 
 
 

 
 
 

https://www.derbyshireiass.co.uk/parents-and-carers/information-and-advice/permanent-exclusion.aspx
https://www.derbyshireiass.co.uk/parents-and-carers/information-and-advice/permanent-exclusion.aspx
http://www.ace-ed.org.uk/

