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1. 1. Introduction 
 

The Academy Trust is dedicated to ensuring that our schools’ environment supports learning 

and the wellbeing of students and staff through a strong sense of community cohesion. 

Cooperation, support, and respect are the foundations of our community and we work hard to 

provide safe schools where students feel included in every aspect of school life and comfortable 

to voice their opinions. 

 

This policy should be read in conjunction with our Behaviour Policy which outlines clearly what 

we expect from all our students in terms of their behaviour. This policy outlines the suspension 

and permanent exclusion sanctions that will be enforced if interventions have not been 

successful in improving a student’s behaviour or the use of more significant sanctions are 

required. It is written in line with The Academy’s statement of behaviour principles, vision 

statement and equality, diversity and inclusion mission statement and will be implemented if 

necessary to ensure that students are protected from disruption and can learn in a safe, calm, 

and supportive environment. To this end, managed moves, suspensions, permanent exclusions 

and off-site direction are essential behaviour management tools for headteachers and are a 

necessary part of a functioning behaviour system to establish high standards of behaviour and 

maintain the safety of school communities. These sanctions will be used where it is accepted 

that a student’s behaviour cannot be amended or remedied by pastoral processes. 

 

The law does not allow for extending a suspension (formerly referred to as a Fixed Term 

Exclusion) or ‘converting’ a suspension into a permanent exclusion. In exceptional cases, usually 

where further evidence has come to light, a suspension may be issued to begin immediately 

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

the end of the suspension. A 'fixed period' means that a suspension on disciplinary grounds 

can't be open-ended but must have a defined end date that is fixed at the time when the 

suspension is first imposed.  

 

The Principal Legislation to which this guidance relates is: 

o the Education Act 2002, as amended by the Education Act 2011; 

o the School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012; 

o The School Discipline (Pupil Exclusions and Reviews) (England) (Amendment and 

Transitional Provision) Regulations 2023 

o the Education and Inspections Act 2006; 

o the Education Act 1996;  

o 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; and  

o Duties under the Equality Act 2010. 

 
2. Aims 
 

The Academy Trust believes that all staff and students in every school should be aware of the 

standards of behaviour that are expected of them, and takes responsibility for promoting these 

standards. We hope that by encouraging positive behaviour we can promote good relationships 

throughout our schools, built on trust and understanding, and that through the use of all our 
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behaviour policies we can support our students in developing a high level of social awareness. 

Our aim is to nurture and develop learners within a happy and caring environment through 

good behaviour, high expectations and courtesy towards all members of the Schools of King 

Edward VI community. We want to ensure that all our students leave school with the key skills 

they need to continue to progress to the best of their ability in all areas of life. 

 
3. Values 
 

We wish the students of the Schools of King Edward VI: 

 

o to know right from wrong;  

o to show respect for themselves and others; 

o to be supportive and praise others; 

o to appreciate the needs of others and of society; 

o to develop a strong sense of personal responsibility for their own behaviour, 

actions and learning; 

o to understand the consequences of their actions; 

o be responsible members of their school community; and 

o and to care for their environment. 

 

We also expect all members of our school community to adhere to the following:  

 

Equality, Diversity and Inclusion (EDI) Mission Statement 

We celebrate diversity and value fairness and equal treatment for everyone at the school 

regardless of their race, age, ethnicity, religion, sex, sexual orientation or disability.  We 

promote equality through our rich and diverse curriculum, equipping students with the skills, 

knowledge and understanding to succeed in a diverse world outside and beyond school.  We 

challenge discrimination in all its forms so that all members of the school community feel safe 

and valued. 

There are two types of biases: 

Conscious bias is an inclination or prejudice for or against one person or group, especially in a 

way considered to be unfair. 

Unconscious bias is implicit bias. It is unintended and subtle, based on unconscious thought. 

People may have unfair beliefs about others but not be aware of them. Typically unconscious 

bias happens involuntarily without any awareness or intentional control.  Everyone holds 

unconscious beliefs about various social and identity groups 

Under the 2010 Equality Act, it is unlawful to discriminate against people because of nine areas 

termed in the legislation as protected characteristics: 

o age 

o disability 

o gender reassignment 

o marriage and civil partnership 

https://archive.acas.org.uk/index.aspx?articleid=1841
https://archive.acas.org.uk/index.aspx?articleid=1859
https://archive.acas.org.uk/index.aspx?articleid=2064
https://archive.acas.org.uk/index.aspx?articleid=1831
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o pregnancy and maternity 

o race 

o religion or belief 

o sex 

o sexual orientation 

How to overcome unconscious bias: 

o Be aware of unconscious bias. 

o Don't rush decisions, rather take your time and consider issues properly. 

o Justify decisions by evidence and record the reasons for your decisions 

o Ensure that everyone knows what kind of behaviour is expected of them. 

o Ensure that everyone knows how to report prejudice related incidents. 

o Encourage people to work with a wider range of people and get to know them as 

individuals.  

o Focus on the positive behaviour of people and not negative stereotypes. 

o Employers should implement policies and procedures which limit the influence of 

individual characteristics and preferences. 

 

4. Terminology  
 

o The term must refers to what Headteacher/governing boards/academy trusts/local 

authorities/ parents and others are required to do by law. The term should refers to 

recommendations for good practice as mentioned in the suspensions and permanent 

exclusions guidance.  

o A student may be suspended for one or more fixed periods (up to a maximum of 45 school 

days in a single academic year), or permanently excluded.  

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

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

 in response to a serious breach or persistent breaches of the school's behaviour 

policy; and  

 where allowing the student to remain in school would seriously harm the education 

or welfare of the students or staff in the school.  

o The definition of suspend is what is described in legislation as an exclusion for a fixed period. 

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

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

the lunchtime period. The legal requirements relating to the suspension, such as the 

Headteacher’s duty to notify parents, apply in all cases. Lunchtime suspensions are counted 

as half a school day in determining whether a governing board meeting is triggered.  

https://archive.acas.org.uk/index.aspx?articleid=5271
https://archive.acas.org.uk/index.aspx?articleid=1849
https://archive.acas.org.uk/index.aspx?articleid=1856
https://archive.acas.org.uk/index.aspx?articleid=1814
https://archive.acas.org.uk/index.aspx?articleid=1824
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o The definition of a parent can be found in the Education Act 1996, and this applies to all the 

legislation to which this guidance relates. In addition to the child's birth parents, references 

to parents in this guidance include any person who has parental responsibility (which includes 

the local authority where it has a care order in respect of the child) and any person (for 

example, a foster carer) who has care of the child. To reflect this, this guidance uses ‘parent’ 

to refer to both parents and carers. Where practical, all those with parental responsibility 

should be involved in the suspensions and permanent exclusions process.  

o Alternative Provision (AP) refers to suitable full-time education that is arranged for a student 

from the sixth school day (or earlier) of a suspension or from the sixth school day (or earlier) 

after the first day of a permanent exclusion. In other circumstances, AP may refer to education 

arranged for students who are unable to attend mainstream or special school and who are 

not educated at home, whether for behavioural, health, or other reasons. AP includes Pupil 

Referral Units (PRUs), AP academies and free schools, and hospital schools, as well as a variety 

of independent, registered, unregistered and further education settings. 

o Cancelled exclusion refers to an exclusion that has been cancelled before the governing 
body has met to consider whether the pupil should be reinstated. 

o Remote access refers to a meeting arranged by the governing body or arranging authority 
that is carried out via electronic means such as a live video link.  

o Off-site direction is when a governing board of a maintained school requires a pupil to 
attend another education setting to improve their behaviour. Whilst the legislation does not 
apply to academies, they can arrange off-site provision for such purposes under their 
general powers. Where interventions or targeted support have not been successful in 
improving a pupil’s behaviour, off-site direction should be used to arrange time limited 
placements at an alternative provision or another mainstream school. During the off-site 
direction to another school, pupils must be dual registered. Code B should be used for any 
off-site educational activity, if the provision is an approved educational activity that does not 
involve the pupil being registered at any other school. Depending on the individual needs 
and circumstances of the pupil, off-site direction into alternative provision can be full-time 
or a combination of part-time support in alternative provision and continued mainstream 
education. A proposed maximum period of time should be discussed and agreed upon as 
part of the planning phase for an off-site direction. As part of planning, alternative options 
should be considered once the time limit has been reached, including a managed move on a 
permanent basis (if a pupil is placed in a mainstream school) upon review of the time limited 
placement.  

● A managed move is a process which leads to the transfer of a pupil to another mainstream 
school permanently. Managed moves should be voluntary and agreed with all parties 
involved. If a temporary move needs to occur to improve a pupil’s behaviour, then offsite 
direction should be used. Managed moves should only occur when it is in the pupil’s best 
interests. Where a pupil has an Education Health Care (EHC) plan, the relevant statutory 
duties on the new school and local authority will apply. If the local authority, schools and 
parents agree to the managed move, the local authority will follow the statutory procedures. 
The original school should be able to evidence that appropriate initial intervention has been 
carried out. The managed move should be preceded by information sharing between the 
original school and the new school, including data on prior and current attainment, 
academic potential, a risk assessment and advice on effective risk management strategies. It 
is also important for the new school to ensure that the pupil is provided with an effective 
integration strategy.  

o Off-rolling and unlawful exclusions:  Whenever a student is made to leave school, or 

forbidden from attending school, on disciplinary grounds, this must be done in accordance 

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



 

7 
 

regard to relevant parts of this guidance. An informal or unofficial exclusion, such as sending 

a student home ‘to cool off’, is unlawful when it does not follow the formal school exclusion 

process and regardless of whether it occurs with the agreement of parents. It would also be 

unlawful to exclude a student simply because they have additional needs or a disability that 

the school feels it is unable to meet, or for a reason such as: academic attainment/ability; or 

the failure of a student to meet specific conditions before they are reinstated, such as to 

attend a reintegration meeting. However, a student who repeatedly disobeys their teachers’ 

academic instructions could be subject to exclusion. A further example of off-rolling would be 

putting pressure on a parent to remove their child from the school under the threat of a 

permanent exclusion and encouraging them to choose Elective Home Education or to find 

another school place. 

 

5. Rights & Responsibilities  
 

It is the duty of the Headteacher, supported by the Governing Body, to determine the standards 

of behaviour acceptable at our school.  All staff have responsibility for maintaining discipline 

and ensuring that the school policies are observed.   

The Governing Body, Headteacher and staff will ensure there is no differential application of 

the policy and procedures on any grounds as per our EDI Statement. The school’s legal duties 

to students with disabilities or special educational needs remain in force, for example to make 

reasonable adjustments in how they support disabled students during a period of suspension.  

Schools must provide information via the school census on students subject to any type of 

suspension or permanent exclusion in the previous two terms. Up to three reasons can be 

recorded for each suspension or permanent exclusion (where applicable).  The list below may 

warrant a suspension or permanent exclusion but is non-exhaustive and is intended to offer 

examples rather than be complete or definitive: 

o Physical assault against a student; 

o Physical assault against an adult; 

o Verbal abuse or threatening behaviour against a student; 

o Verbal abuse or threatening behaviour against an adult; 

o Use or threat of use of an offensive weapon or prohibited item that has been prohibited 

by the school’s Behaviour for Learning Policy;  

o Bullying;  

o Abuse against any Protected Characteristic.  

A part-time timetable should not be used to manage a pupil’s behaviour and must only be in 
place for the shortest time necessary. Any pastoral support programme or other agreement 
should have a time limit by which point the pupil is expected to attend full-time education, 
either at school or alternative provision. 

 

5.1 LOCAL AUTHORITY DUTY 

 

5.2 ACADEMY TRUST’S DUTY 

https://docs.google.com/document/d/1pPB6fhuWufgE6DxDM02dkL69ZWw_eLwtQZXLzt2fYH4/edit?usp=sharing
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Independent review panels contribute to a robust process of scrutiny to ensure that exclusions 

are lawful, reasonable, and procedurally fair. Parts 9-11 (pages 50-69) of Permanent Exclusion 

from maintained schools, academies and pupil referral units in England, including pupil 

movement guidance for maintained schools, academies, and pupil referral units in England sets 

out how and when local authorities and academy trusts should organise an Independent Review 

Panel (IRP) when requested and guidance on the independent review process, including support 

from SEN experts and requests for remote access 

5.3 THE GOVERNING BODY 

The Governing Body approves all safeguarding and pastoral policies and ensures they are 

reviewed annually. It ensures that policies are communicated to all relevant parties and that 

the expectations of the school are made clear. Governors will support the school in maintaining 

high standards of behaviour and any sanctions implemented as a result of breaches of the 

behaviour or safeguarding policies. 

Governing bodies play an important role in ensuring that children who have been excluded from 

school receive a suitable education that facilitates their successful reintegration or meets their 

long-term needs.  

For a suspension of more than five school days, the governing body must arrange suitable full-

time education for any student of compulsory school age. This provision must begin no later 

than the sixth school day of the suspension. This provision is commonly called alternative 

provision and must begin no later than the sixth school day of the suspension. Where a child 

receives consecutive suspensions, these are regarded as a cumulative period of suspension for 

the purposes of this duty. This means that if a child has more than five consecutive school days 

of suspension, then education must be arranged for the sixth school day of suspension, 

regardless of whether this is as a result of one decision to suspend the student for the full period 

or multiple decisions to suspend the student for several periods in a row. 

Whilst the statutory duty on governing boards or local authorities is to arrange full-time 

education from the sixth day of a suspension or permanent exclusion, there is an obvious 

benefit in starting this provision as soon as possible. In particular, in the case of a looked-after 

child or child with a social worker, the school and the local authority should work together to 

arrange alternative provision from the first day following the suspension or permanent 

exclusion.  

For further guidance and adherence to the latest DfE guidance, including when an 
independent review panel directs or recommends a student’s reinstatement, the governing 
body should refer to the guidance Suspension and Permanent Exclusion from maintained 
schools, academies and pupil referral units in England, including pupil movement.  
 
Governing board reinstatement meetings and IRPs can now be held via the use of remote 
access (for example, live video link) for suspension and permanent exclusions if requested by 
the parents, provided certain criteria are satisfied. Meetings held via the use of remote access 
should not be a default option and face to face meetings should always be encouraged. 
Further information is set out in Part Eleven.  
 
 
 

 

https://consult.education.gov.uk/school-absence-and-exclusions-team/revised-school-behaviour-and-exclusion-guidance/supporting_documents/Suspension%20and%20permanent%20exclusion%20guidance.pdf
https://consult.education.gov.uk/school-absence-and-exclusions-team/revised-school-behaviour-and-exclusion-guidance/supporting_documents/Suspension%20and%20permanent%20exclusion%20guidance.pdf
https://consult.education.gov.uk/school-absence-and-exclusions-team/revised-school-behaviour-and-exclusion-guidance/supporting_documents/Suspension%20and%20permanent%20exclusion%20guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1162401/Suspension_and_permanent_exclusion_guidance_May_2023.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1162401/Suspension_and_permanent_exclusion_guidance_May_2023.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1162401/Suspension_and_permanent_exclusion_guidance_May_2023.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1162401/Suspension_and_permanent_exclusion_guidance_May_2023.pdf
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5.4 THE CHAIR OF THE GOVERNING BODY 

The chair of the governing board should ensure that there are clear processes in place to comply 

with its legal duty to arrange suitable full-time educational provision for students of compulsory 

school age from the sixth consecutive school day of a suspension. This includes:  

o Checking that there is a process in place for the governing board to assure itself that the 

education provided is suitable and full-time; 

o Quality assuring provision, and ensuring that any previous placements been evaluated, 

including in relation to support for any Special Educational Needs and Disabilities (SEND) 

the student may have; 

o Checking whether there is a process in place to monitor the student’s attendance and 

behaviour at the provision; 

o Checking whether the correct attendance code is being used; 

o Checking whether the student’s child protection file and any other information relevant to 

the student’s safeguarding and welfare have been securely transferred to their new setting 

as early as possible, in line with Keeping Children Safe in Education. 

 

5.5 THE HEADTEACHER’S POWERS TO EXCLUDE OR SUSPEND A STUDENT 

The Headteacher and relevant members of the Senior Leadership and Pastoral Teams will 

defer to the Department for Education guidance on Factors to consider before making a 

decision to exclude. 

o Only the Headteacher/Principal (or Acting Headteacher) can suspend or permanently 

exclude a student on disciplinary grounds.  

o The Headteacher should refer to Statutory Guidance To The Headteacher, Governing 

Board And Independent Review Panel Members when it is known that there is police 

involvement and/or parallel criminal proceedings. 

o A student’s behaviour outside school can be considered grounds for a suspension or 

permanent exclusion. Any decision by the Headteacher, including suspension or 

permanent exclusion, must be made in line with the principles of administrative law, i.e., 

that it is: lawful; reasonable; fair; and proportionate. 

o When establishing the facts in relation to a suspension or permanent exclusion decision 

the Headteacher/Principal must apply the civil standard of proof, i.e., ‘on the balance of 

probabilities’ it is more likely than not that a fact is true, rather than the criminal standard 

of ‘beyond reasonable doubt.’ This means that the headteacher / principal should accept 

that something happened if it is more likely that it happened than that it did not happen.  

o The Headteacher must take account of their legal duty of care when sending a student 

home following an exclusion.  

o For the majority of children who have a social worker, this is due to known safeguarding 
risks at home or in the community. For children with a social worker, education is an 
important protective factor, providing a safe space for children to receive support, be 
visible to professionals and realise their potential. When children are not in school, they 

https://docs.google.com/document/d/13wRVcGYEyjezBTfpzBSXP0rBiMjvmU2ZMnLkbeHUlGk/edit
https://docs.google.com/document/d/13wRVcGYEyjezBTfpzBSXP0rBiMjvmU2ZMnLkbeHUlGk/edit
https://docs.google.com/document/d/17v3MFfTja37asyRPz2ND5aAS-HXJDh9GUDVQ7C_QtaQ/edit
https://docs.google.com/document/d/17v3MFfTja37asyRPz2ND5aAS-HXJDh9GUDVQ7C_QtaQ/edit
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become more vulnerable to harm. Headteachers should balance a child’s context with 
the need to ensure calm and safe environments for all pupils and staff before making a 
decision. 
 

o Where a student has a social worker, e.g. because they are the subject of a Child in Need 

Plan or a Child Protection Plan, and they are at risk of suspension or permanent exclusion, 

the Headteacher/Principal should inform their social worker, the Designated 

Safeguarding Lead (DSL) and the student’s parents immediately to involve them all in 

relevant conversations.  

o A suspension is also one of the sanctions laid out in the Behaviour Policy for serious 

breaches of a code of conduct in school or as a reminder that the student is  putting 

themselves at risk of permanent exclusion. Where suspensions are becoming a regular 

occurrence for a student, the Headteacher can consider whether suspension alone is an 

effective sanction for the student and whether appropriate strategies need to be put in 

place to address behaviour.  

o It is important that during a suspension and a permanent exclusion, the Headteacher 

takes steps to ensure that  a continuation of education occurs; work should be set and 

marked for students during the first five school days of a suspension or permanent 

exclusion (where the student will not be attending alternative provision). This can include 

utilising any online pathways such as Google Classroom, but does not include live 

streaming of lessons. 

o The Headteacher will ensure there is a formal process for informing parents, social 

worker (where relevant), governing board and local authority immediately clearly setting 

out all reasons for the exclusion. 

o Each disciplinary suspension and permanent exclusion will be confirmed to the parents 

in writing with notice of the reasons for the suspension or permanent exclusion. The 

Headteacher must provide up-to-date links to sources of impartial advice for parents in 

this letter. When notifying parents about a suspension or permanent exclusion, the 

Headteacher should draw attention to relevant sources of free and impartial information. 

This information should include: 

 statutory guidance on exclusions 

 Coram’s Child Law Advice service can be accessed through their website or contacted 

on 0300 330 5485 from Monday to Friday, 8am – 6pm. 

 ACE education  

 Independent Provider of Special Education Advice  IPSEA) is a registered charity 

offering free and independent information, advice and support to help get the right 

education for children and young people with all kinds of special educational needs 

(SEN) and disabilities. 

 Autism Education Trust (AET) operates a helpline and advice service for parents whose 

child is at risk or has been excluded. They also provide guidance and advice for 

education professionals on good practice and the law with regard to autistic 

children/young people and exclusion. 

 SEN Information Advice & Support Services Network (formerly known as the local 

https://www.gov.uk/government/publications/school-exclusion
https://childlawadvice.org.uk/information-pages/school-exclusion
http://www.ace-ed.org.uk/
http://www.ipsea.org.uk/
http://autismeducationtrust.org.uk/
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o parent partnership) 

o The Headteacher is responsible for ensuring a formal process for arranging, at short 

notice, suitable full-time alternative education for students receiving suspensions over 

five school days Reasons and recording exclusions.  

o The Headteacher can cancel any exclusion that has already begun (or one that has not 

yet begun), if the governing board has not yet met to consider whether the pupil should 

be reinstated. Where an exclusion is cancelled: 

○ The headteacher must notify the parents, the governing board, the LA and the 
pupil’s social worker and VSH as applicable, immediately. The notification must also 
provide the reason for the cancellation; 

○ The governing board’s duty to consider reinstatement ceases, and there is no 
requirement to hold a meeting to consider reinstatement; 

○ Parents (or the excluded pupil if they are 18 years or older) should be offered the 
opportunity to meet the headteacher to discuss the circumstances that led to the 
exclusion being cancelled which should be arranged immediately; 

○ The pupil must be allowed back into the school from which they were excluded 
immediately; 

○ Any days spent out of school as a result of any exclusion, prior to the cancellation 
will count towards the maximum of 45 school days permitted in any school year. 

 

5.6 DESIGNATED SAFEGUARDING LEAD (DSL) 

 

o The DSL and Deputies will adhere to the statutory duty to make arrangements for 

safeguarding and promoting the welfare of students in school and have due regard to 

the most recent Keeping Children Safe in Education. 

o Any appropriate referrals to support services or notifying key workers (such as a 

student’s social worker) will be considered and the DSLs and Deputies will cooperate 

with such safeguarding partners and engage with them in a meaningful way. 

o Any decision to suspend or permanently exclude a student will be discussed with the 

DSL and Deputies prior to a decision being made, with them using their professional 

judgement and knowledge of the students.  

o The DSL and Deputies may be supported by other agencies, such as children’s social 

care and the police as required before making a decision.  

o If there is an ongoing safeguarding investigation (whether that includes a criminal 

investigation or not) that may result in the permanent exclusion of a student or if a 

student has been reinstated following a governing board review, it is likely that there 

will be complex and difficult decisions that need to be made. These decisions will be 

made alongside the school’s duty to safeguard and support children and our duty to 

provide an education. 

o When there has been a report of sexual violence, the DSL or Deputies should make an 

immediate risk and needs assessment. Where there has been a report of sexual 

harassment, the need for a risk assessment should be considered on a case-by-case 

basis.” As always when concerned about the welfare of a child, the best interests of 

the child should come first. In all cases, schools should follow general safeguarding 

principles as found in Keeping Children Safe in Education. 
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o The Deputy Head Pastoral will ensure that the concerns of any students involved in 

incidents which may result in suspension or permanent exclusion are listened to and 

appropriately addressed. 

o The common transfer file will be transferred within 15 school days of the student 

ceasing to be registered at the school. 

o When students leave the school (including in year transfers) the DSL will ensure their 

child protection file is transferred to the new school or college as soon as possible, 

and within 5 days for an in-year transfer or within the first 5 days of the start of a new 

term. This should be transferred separately from the main student file, ensuring 

secure transit, and confirmation of receipt should be obtained. Receiving schools and 

colleges should ensure key staff such as DSLs  and SENCOs or the named person with 

oversight for Special Educational Need (SEN) in colleges, are aware as required. 

 

 

5.7 DESIGNATED TEACHER (DT) FOR LOOKED-AFTER CHILDREN 

Where a looked-after child (LAC) is likely to be subject to a suspension or permanent exclusion, 

the Designated Teacher (DT), Andrew Caves, will contact the local authority’s Virtual School 

Head (VSH) immediately. The VSH, working with the DT and others, should consider what 

additional assessment and support need to be put in place to help the school address the factors 

affecting the child’s behaviour and reduce the need for suspension or permanent exclusion. 

Where relevant, the school should also engage with a child’s social worker, foster carers, or 

children’s home workers. 

For previously looked-after children who are on the path to being suspended or permanently 

excluded, the school should engage with the child’s parents and the school’s DT. The school 

may also seek the advice of the VSH on strategies to support the student. Further information 

can be found in the guidance for the designated teacher for looked-after and previously looked-

after children. 

 

5.8 Special Educational Needs and Disabilities Coordinator (SENDCo) 

Where school has a concern about the behaviour, or risk of suspension and permanent 

exclusion, of a student with additional needs, a disability or an EHC plan it will, in partnership 

with others (and where relevant, the local authority), consider what additional support or 

alternative placement may be required. This may involve assessing the suitability of provision 

for a student’s SEN or disability. 

Where a student has an EHC plan, the school SENDCO will contact the local authority about any 

behavioural concerns at an early stage and consider requesting an early annual review prior to 

making the decision to suspend or permanently exclude. For those without an EHC plan, the 

SENCO and Pastoral Leaders will review, with external specialists as appropriate, whether the 

current support arrangements are appropriate and what changes may be required. This may 

provide a point for schools to request an EHC assessment or a review of the student’s current 

package of support, which may then be increased. 
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5.9 ATTENDANCE OFFICER 

Whilst a permanently excluded student’s name remains on a school’s admission register, the 

student should be marked using the appropriate attendance code. Where alternative provision 

has been made and the student attends it, an appropriate attendance code, such as Code D 

(Dual Registered - at another educational establishment) or Code B (Off-site educational 

activity, if the provision is an approved educational activity that does not involve the student 

being registered at any other school), should be used. Where students are not attending 

alternative provision, they should be marked absent using Code E (suspended/permanently 

excluded).  

 

5.10 PARENTS 

The Headteacher’s duty to inform parents about an exclusion 

o Whenever the Headteacher suspends or permanently excludes a student they must notify 

parents, immediately, of the length of the suspension or permanent exclusion and the 

reason(s) for it. Notification should be in person or by telephone in the first instance as this 

would give parents an opportunity to ask any initial questions or raise concerns directly with 

the Headteacher.  

o They must also provide parents the following information in writing: 

 the reason(s) for the suspension or permanent exclusion; 

 the period of a suspension or, for a permanent exclusion, the fact that it is permanent; 

 parents’ right to make representations about the suspension or permanent exclusion 

to the governing board and how the student may be involved in this; 

 how any representations should be made; and 

 where there is a legal requirement for the governing board to consider the suspension 

or permanent exclusion, that parents or a student if they are 18 years old 

 have a right to attend a meeting, to be represented at that meeting (at their own 

expense) and to bring a friend. 

o Further guidance can be found here: A guide for parents on school behaviour and exclusion - 

GOV.UK (www.gov.uk) 

o Written notification of the information mentioned above can be provided by delivering it 

directly to the parents, leaving it at their usual or last known home address, or posting it to 

that address. Notices can be given electronically if the parents have given written agreement 

for this kind of notice to be sent in this way. 

o Where a suspended or permanently excluded student is of compulsory school age the 

Headteacher must also notify the student’s parents of the days on which they must ensure 

that the student is not present in a public place at any time during school hours. 

o These days would be the first five school days of a suspension or permanent exclusion (or until 

the start date of any full-time alternative provision or the end of the suspension where this is 

earlier). Any parent who fails to comply with this duty without reasonable justification 

https://www.gov.uk/government/publications/school-exclusions-guide-for-parents/a-guide-for-parents-on-school-behaviour-and-exclusion
https://www.gov.uk/government/publications/school-exclusions-guide-for-parents/a-guide-for-parents-on-school-behaviour-and-exclusion
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commits an offence and may be given a fixed penalty notice or be prosecuted. 

The  Headteacher must notify the parents of the days on which their duty applies without 

delay and, at the latest, by the end of the afternoon session on the first day of the suspension 

or permanent exclusion. 

o Effective methods for providing the information may include email or text message, giving the 

notice directly to the parents, or sending the information home with the suspended or 

permanently excluded student. Where information is sent home with the student, the 

Headteacher  should consider sending a duplicate copy by an alternative method or 

confirming that the information has been received. 

o If alternative provision is being arranged, then the following information must be included 

with this notice where it can reasonably be found out within the timescale: 

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

child during the suspension or permanent exclusion;  

 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; and  

 any information required by the student to identify the person they should report to 

on the first day. 

o Where this information on alternative provision is not reasonably ascertainable by the end of 

the afternoon session on the first day of the suspension or permanent exclusion, it may be 

provided in a subsequent notice, but it must be provided 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 information can be provided with less than 48 hours’ notice with parents’ 

consent.  

o The information  above must be provided in writing but can be provided by any effective 

method (as described above). 

o The failure of a Headteacher to give notice of the information by the required time does not 

relieve the Headteacher of the duty to serve the notice. A notice is not made invalid solely 

because it has not been given by the required time.  

o If a child is suspended again following their original suspension, or is subsequently 

permanently excluded, the Headteacher must inform parents and where relevant, the 

student’s social worker or local authority if the student has an EHCP, without delay and issue 

a new exclusion notice to parents and the social worker. 

o If a parent believes that they are being pressured into a managed move or is unhappy with a 
managed move, they can take up the issue through the school’s formal complaints 
procedure with the governing body and, where appropriate, the local authority.  

 
 

 



 

15 
 

6. Re-Integration after Reinstatement or Off-Site Direction  
 

Following a suspension or after a period of being educated off-site there will be reintegration meeting 
with the Headteacher /Principal (or a designated member of the Senior Leadership Team) in order for 
the student to reflect on their past behaviour and how they will manage their behaviour in future to 
negate the risk of further suspension or permanent exclusion. Other staff/organisations can be invited 
into the meeting to ensure a successful return into school. 

The focus of the meeting is to draw a line under previous actions and for the student and parent(s) to 
feel supported in returning back into the normal routine of school. The student will also be reminded 
that they are valued, and their previous behaviour should not be seen as an obstacle to future success. 

Depending on the outcome of the original suspension or exclusion meeting, it may be appropriate to 
discuss with the student the reasons that led up to the sanction being used; help them understand 
the effect of their behaviour on themselves and others; how to meet the high expectations of 
behaviour in line with the school culture; build belonging and engagement; and set targets they can 
report back on with relevant staff, e.g. form teacher/Pastoral Leader.  

A student should not be prevented from returning to a mainstream classroom if parents are unable 
or unwilling to attend a reintegration meeting. 

 

7. Monitoring, Evaluation and Review 
 

This policy will be promoted and implemented throughout the school.  

The DSL will ensure that accurate records of all behaviour incidents are logged on SIMS and reported 

to the full Local Governing Body termly. Behaviour and achievement data will be analysed by the 

Pastoral Leaders who will support the DSL in reviewing the Behaviour Policy to assess its 

implementation and effectiveness and re-design further strategies to improve procedures if 

necessary.  

The Governing Body will ensure that they review data to consider the level of pupil moves and the 
characteristics of pupils who have been permanently excluded to ensure the sanction is only used 
when necessary as a last resort. Support is available from: Guidance on Understanding your data: a 
guide for school governors and academy trustees. 
 
It is the responsibility of the Headteacher  to implement the school’s Behaviour Policy, to ensure that 

all stakeholders are aware of the school policy, and that they know how to deal with inappropriate 

incidents. The Headteacher can also report to the Governing Body about the effectiveness of this 

Policy on request.  

The Governing Body will monitor incidents that do occur, and review the effectiveness of this policy 

and the school’s behaviour for learning strategies annually.  The Governing Body will not condone any 

inappropriate behaviour and any inappropriate behaviour that impacts on student/staff health, and 

safety and wellbeing will be taken very seriously, and dealt with appropriately. 

A parent/carer who is dissatisfied with the way the school has dealt with an incident can make a 

complaint to the Chair of Governors. The complaint will be dealt with in accordance with the 

complaints policy which can be accessed from the school’s website. 

 

https://www.gov.uk/government/publications/understanding-your-data-a-guide-for-school-governors-and-academy-trustees/understanding-your-data-a-guide-for-school-governors-and-academy-trustees
https://www.gov.uk/government/publications/understanding-your-data-a-guide-for-school-governors-and-academy-trustees/understanding-your-data-a-guide-for-school-governors-and-academy-trustees
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8. Related Documents and Policies 
 

o Safeguarding and Child Protection Policy 

o Attendance Policy 

o Behaviour Policy 

o Sexual Violence and Harassment Policy 

o Online Safety Policy 


