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BEHAVIOUR POLICY 
 

Aims 
 

1. To maximise the effect of the school to positively influence behaviour. 

2. To enable students to feel good about themselves and achieve their full potential. 

3. To clearly identify what is meant by good and bad behaviour. 

4. To increase consistency with the application of rewards and sanctions. 

5. To give school staff and students a sense of direction. 
 
An atmosphere conducive to learning in which each individual student may be encouraged to realise 
his or her potential is essential.  This involves the setting of high standards underpinned by a 
consistent set of values, by support and encouragement of students towards high attainment and 
personal responsibility, and by an ordered discipline within the school.  In such an atmosphere 
students will feel secure and members of staff, both teaching and non-teaching, will be accorded 
proper respect and consideration. 
 
The most valuable kind of discipline is self-discipline.  This is to be encouraged through both the 
formal and the informal curriculum and through close collaboration between the home and the school.  
Students are kept aware of the school‟s code of behaviour which is based on consideration of the 
needs of other members of the school and of the wider community. 
 

The School Code 
 
All staff (and especially Form Tutors) are asked to remind students regularly of the following code of 
conduct:  at Sherburn High School we aim to: 

Show consideration for everyone in school (see Anti Bullying, Bad Language and Non Smoking 
Policies, appendices 1, 2 and 3) 

Have all the necessary equipment for each lesson 

Enter school buildings sensibly and safely 

Respect the property of other people 

Be dressed appropriately in school uniform (see appendix 4) 

Use every opportunity to learn 

Remember to listen before we speak 

Notice and appreciate each other‟s achievements 
 
It is expected that students 
 
i. Will not smoke on or near school premises. 
ii. Will not chew during lessons. 
iii. If mobile phones / personal stereos are brought to school, no responsibility will be taken for their 

security.  If used without permission, during lessons, they will automatically be confiscated and 
parents contacted to collect them. 

iv. Will not wear outdoor coats in lessons. 
 
The school employs a wide range of practices to establish high standards of behaviour and 
attendance.  These include: 

i. establishing good habits early - clear indications are given to students (and parents) that poor 
behaviour / unexplained absences are not tolerated 

ii. the school works closely with parents through parents meeting, newsletters, and home-school 
agreements (appendix 5 and appendix 6) 

iii. students‟ achievements are rewarded in a variety of ways as outlined 
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iv. The school identifies students at particular risk and works closely with outside agencies such as 
Educational Social Work and Behaviour Support Teacher 

 Achievement Leaders identify and monitor students with emotional / behavioural difficulties 
involving SENCO and they undertake a variety of  sanctions to prevent problems escalating 

 Children in care - the Deputy Head / Achievement Leaders work closely with Social Services 
and provide additional support for children in care 

 Additional support and monitoring is also given to children from ethnic minorities, travellers, 
young carers, pregnant schoolgirls. 

 Transitions 

a) The school has well established contacts with primary schools to ensure smooth transitions 
(see Policy) 

b) New students to school (Admissions to School Policy,  appendix 7) 
 

Current Components of P.S.B. Policy at Sherburn High School 
 

REWARDS SANCTIONS WHO RESPONSIBLE 
   
1. Verbal and non-verbal praise 

by staff. 
2. „Stamps‟ in books. 
3. Positive letters home/Post 

cards. 
4. Public recognition of 

achievement, assembly, 
monthly newsletters, annual 
prize-giving, press releases 
and log book. 

5. Group achievement 
recognition.  Inter-form 
trophies based on 
attendance, sporting 
competition and 
commendations. 

6. Individual effort / 
achievement recognised by 
commendations, leading to 
„Reward Prizes‟.  Total 
shown in Reports. 

7. Termly certificates awarded 
in assemblies 

1. Verbal and non-verbal reprimand. 
2. Stand outside room for short 

period. 
3. Extra or repeated work. 
4. Lunchtime and after school 

detention. 
5. Referral to Curriculum Leader(C3). 
6. Curriculum Leader to send 

standard letter home e.g. poor 
behaviour or homework. 

7. On report using Lesson Monitor. 
8. Homework report requiring parent 

to sign a homework diary to ensure 
that homework is done. 

9. C4-sanction imposed by ASA as 
agreed with the teacher/Curriculum 
Leader. 

10. Temporary withdrawal from a 
teaching group. 

11. Short term isolation/S2L Exclusion 
Unit. 

12. Short term exclusion. 
13. Permanent exclusion. 

Class teacher 
 
Class teacher 
 
Class teacher 
 
Teacher / Curriculum 
Leader 
Curriculum Leader 
 
 
Achievement 
Leader/Achievement 
Support Assistant 
 
 
 
Achievement Leader 
Curriculum Leader 
 
Achievement Leader / 
HT 
Achievement Leader/ 
HT 
 
 

Other components can be categorised as Rewards and Sanctions, such as - 
 
1. Regular reports on student achievement together with consultation evenings. 

2. Teacher comments on students‟ work and on Homework diaries. 

3. Opportunities through the Pastoral Structure and the formal curriculum to state the meaning of 

good and bad behaviour. 
 

 

 

 

 

 

 

 

 



 

 

4 

 

 

 

 

 

Social Inclusion 
 
Sherburn High School seeks to achieve the expectation that it is „educationally inclusive‟ in relation to 
the needs of students at risk of social exclusion.  (DfEE Social Inclusion Pupil Support 10/99). 
 
The focus of social inclusion is on raising educational attainment for those students who are 
demonstrating disaffection or failing to participate fully in the school experience through challenging 
behaviour or poor attendance. 
 
The policy may also be relevant to other vulnerable students e.g. 
 
i. those with special educational needs 
ii. children in care of local authorities (see Children in Public Care) 
iii. minority ethnic and faith groups 
iv. travellers 
v. young carers 
vi. pregnant school girls and teenage mothers 
vii. students who abuse drugs and other substances 
viii. children with mental health needs 
ix. those from families under stress (e.g. domestic violence) 
 
Social inclusion is best promoted when the teaching and learning within the school is of the highest 
possible standard in order to enhance the educational experience of the child.  Clear and well 
publicised standards, known to both students and parents, are actively enforced to maintain high 
standards of behaviour and discipline.  However early, prompt intervention is initiated to identify 
students at risk of disaffection and pro-active planning is undertaken to meet their needs. 
 

Handling signs of disaffection 
 
A   Attendance - Management systems 
 

The target attendance figure for 2010 is 93.4% 
 
1. Regular attendance is considered essential to students‟ progress at school and it is obvious that 

frequent absences from school cause problems with the continuity of work.  In promoting regular 
attendance Sherburn High School employs an Attendance Manager who works closely with the 
Educational Social Worker, and the Achievement Leaders and Achievement Support Assistants. 

2.  

i. Form Tutors register their tutor groups at morning registration period and subject teachers 
during period 4. As directed by North Yorkshire Education Authority, the Attendance Manager 
codes each absence with the appropriate letter. 

ii. Students whose attendance is causing concern are referred by the Form Tutor to the 
Achievement Support Assistant. Necessary information is then passed to the Educational 
Social Worker at the weekly meeting with the Achievement Leader, Support Assistant and the 
Attendance Manager. 

3. 

i. Subject Teachers also register their groups at the beginning of each lesson using Lesson 
Monitor and any suspicious absences are investigated. The number of minutes late are also 
recorded and detentions administered by the Achievement Team. 

ii. Students who miss lessons are expected to copy up missed work as soon as possible on their 
return. 

 

4.   
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i. Achievement Leaders and Achievement Support Assistants are key personnel in the 
management systems of attendance and are responsible for monitoring the attendance of all 
students in their year groups, being alert to any emerging patterns of absence which could 
seriously disrupt continuity of learning. 

ii. Close liaison with the Attendance Manager, Deputy Head and Educational Social Worker are 
encouraged at an early stage of concern.  Students identified with attendance problems are 
contacted on first day of absence if parents have not informed school.  Each Achievement 
Leader identifies students who should be contacted on first day of absence in conjunction with 
the Attendance Manager. Strategies to reduce Persistent Absences are implemented. 

iii. Achievement Leaders and Achievement Support Assistants meet at least weekly with the 
Educational Social Worker to employ various strategies for students with attendance 
concerns, including Parenting Contracts and as a last resort the Fast Track to court. 

iv. In cases of prolonged student absence it is the responsibility of the Achievement Support 
Assistant to liaise with subject teachers and arrange for work to be sent home. 

5. 

i. Parents are requested to notify school of absences on the first day. 

 

ii. Parents are asked to inform school in writing of the reason for their child‟s absence (including 
the dates of absence) on the return to school. If a student fails to bring in a note, letters are 
sent home to parents with a reply slip to be completed and returned to school. 

 
iii. Parents are encouraged as far as possible to arrange appointments out of school hours but if 

they know of a forthcoming absence (hospital / dental appointment), parents are asked to 
inform the school in advance. 

6. Recording Authorised / Unauthorised Absences 

i. The school has a legal requirement to record absences as authorised or unauthorised.  These 
figures are published for the whole school annually and individual student absences are 
recorded on students‟ reports as authorised and unauthorised.  Approved educational 
activities should not be counted as authorised absences. 

ii. The Attendance Manager is responsible for recording numbers of authorised and 
unauthorised absences each week.  All unauthorised absences are investigated and dealt with 
as appropriate by the Achievement Support Assistant. 

7. Reasons for Absence 

i. It is expected that students are usually only absent from school for medical reasons. 

ii. A maximum of two weeks‟ absence is allowed for students to accompany their parents on 
holiday.  It is requested that parents complete a holiday form in advance. If this absence is 
agreed, the Achievement Support Assistant will complete the appropriate form to parents. 

iii. Authorised absence may also include an absence occurred on a day exclusively set aside for 
religious observance by the religious body to which the parents belong. 

iv. Explanations such as minding the house, looking after children or shopping trips within school 
hours are not normally acceptable reasons for absence and would therefore be recorded as 
unauthorised. 

v. Requests for leave of absence to attend funerals will be treated with sensitivity and the school 
has the discretion to authorise such absences. 

vi. The school will determine whether an absence to attend a special occasion should be 
authorised or not e.g. a student attending the graduation ceremony of an older brother / sister 
would be classed as an authorised absence. 

8. Punctuality 

i. Students are expected to be punctual and arrive at school by 8.35 am and 12.55 pm. Bells are 
rung at these times. 

A short bell is also rung at 8.40 am and if a student arrives in class after this time he / she will 
be marked late.  A student who arrives after the afternoon register has been marked is also 
late. 
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LATES 

     

More 5 mins Record on 
sims 

On register 
page hover 
over students 
register mark 
for your lesson 

Right click Choose mins 
late Type in 
number 
minutes late 

 

MESSAGES      

 If register 
page open. 

On right hand 
side (links) 
click „send 
message‟ 

Choose new 

then add 
button (on 
right) 

Search for 
teacher‟s 
surname.  
Click add  ok.  
Type message 
and send 

 

 If on home 

page 

Left hand side 
at the top 

„focusô 

Click Alerts    
click general 
message .  

click  new  and 

the  add 
button  

search for 
teacher‟s 
surname.  
Click add  ok.  
Type message 
and send 

 

 

B   Managing Disruptive Behaviour 

Referral Systems: 

The school has an effective and well recognised arrangement for dealing with students who cause 
problems.  These arrangements are known by both staff and students. 

Good communications are essential if students‟ work / behaviour / attitude are to be monitored closely. 

BEHAVIOUR       

C1 low level 
issues 

DO NOT 
RECORD 

     

C2 verbal warning 
– teacher sanction 
imposed if you 
wish. 

RECORD ON 
SIMS 
COMMENTS 

On 
register 
page 
hover 
over 
students 
register 
mark for 
your 
lesson 

RIGHT 
CLICK 

CHOOSE 
„COMMENTS‟ 

TYPE 
C2 AND 
DETAIL  
IF YOU 
WISH 

NO SIMS 
MESSAGE 
REQUIRED 

C3 teacher 
sanctions imposed 
– curriculum 
leader intervenes 
– ASA intervenes 
if required. 

RECORD ON 
SIMS 
COMMENTS 

On 
register 
page 
hover 
over 
students 
register 
mark for 
your 
lesson 

RIGHT 
CLICK 

CHOOSE 
„COMMENTS‟ 

TYPE 
C3 AND 
DETAIL  
IF YOU 
WISH 

SIMS 

MESSAGE 

REQUIRED 

TO 

CURRICULUM 

LEADER AND 

COPIED TO 

JSH(KS4) OR 

ALE (KS3) 

C4 – sanctions 
imposed by ASA 
as agreed with 
teacher/curriculum 
leader. 

RECORDING 

DONE BY 
ACHIEVEMENT 

SUPPORT 

ASSISTANTS 

     

 
 
 
C    Support Systems 
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For Students 
 
Achievement Leaders and the Support Assistants will work closely with students and other relevant 

agencies if there are any students who need individual support / coping strategies (see IEP and 
PSP - Annex 8a/b). 

 
For Staff 
 
All staff are made aware of the support systems in place in school. The Achievement Support 
Assistants have mobile phones and can always be contacted if needed. 
 
For Parents 
 
School always works closely with parents and involves them early when concerns are highlighted. 
Additional support from external agencies may be required in some cases and school works closely 
with the Educational Social Worker and Behaviour Support Teacher. 
 
D   Sanctions 

To foster a positive learning environment, high standards of discipline are expected at all times.  
Where the work or conduct of a student falls below an acceptable standard, the following sanctions 
are used:- 

Extra or repeated work. 

Detention at break, lunchtime or after school.  An after school detention is given for serious breaches 
of discipline and a letter will be sent to parents. (See Appendix 12 – Right to Discipline). 

 

Homework report, which requires the parent to sign a homework diary to ensure that homework is 
done. 

Temporary withdrawal from a teaching group. 

Withholding participation in school trips or sports events. 

Working in isolation. 

*Fixed term exclusion. 

*Permanent exclusion.  In cases where the behaviour of a student seriously prejudices good order in 
the school and is detrimental to the education or welfare of others. 

*Exclusions will be used sparingly in response to serious breaches of school policy or law. 
 
* GOVERNING BODY 
 
1. Governors must review exclusions once they have received notice of one from the Head.   

2. Clerk to the Governors will call a meeting of at least three members of the Staff and Student Sub-
Committee of the Governors‟ Finance and Premises Committee. Governors have to decide 
whether to uphold the Headteacher‟s decision to exclude or to direct reinstatement. 

3. Parental appeals will be heard by at least three members of the Staff and Student Appeals Sub-
Committee of the Governors‟ Finance and Premises Committee. 

 

Notes for Governors 

i. * Documentation is available and must be read by the Governors on the Staff and Student Sub-
Committee. 

The North Yorkshire guidelines paragraphs 18 - 28 gives clear guidance on the conduct of the 
meeting. 

ii. The Headteacher makes the decision to exclude. 

iii. The Governors are there to decide if the Headteacher has acted reasonably, NOT to try the case. 
 
* NYCC (11/04) Exclusion of Pupils - Guidelines to Schools.  Sanctions - Policy Document.
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EXCLUSION GUIDELINES ï HEADTEACHER 

NB: Letters may need to be translated into other languages where the parentôs first language is not English 

 
 FIXED TERM - up to and including 5 days FIXED TERM - adding up to more than FIXED TERM - over 15 days and not PERMANENT 

 in one term  5 days and up to 15 days in one term more than 45 days in school year  

       
Headteacher 1 Immediately inform parents of type and 

length of exclusion and reasons for  
1 Immediately inform parents of 

type and length of exclusion 

1 Immediately inform parents of 
type and length of exclusion, and 

1 Immediately inform parents of type 
of exclusion and reasons for 

  exclusion.  and reasons for exclusion.  reasons for exclusion.  exclusion. 

          2 Inform parents of right to make 2 Inform parents of right to make 2 Inform parents of right to make 2 Inform parents of right to make 

  representations to Governing Body.  representations to Governing  representations to Governing  representations to Governing 

    Body.  Body.  Body. 

 3 No need to hold Governors meeting 3 Inform Governing Body and 3 Inform Governing Body and   

  unless parents make representation.    arrange meetings between 6
th 

and  arrange meeting between 6
th

 and 3 Inform Governing Body and 

  If parents make representation arrange  50
th

 school days following   15
th

 school days.  arrange meeting between 6
th 

and 

  meeting between 6
th

 and 50
 th 

school  exclusion, if parent has    15
th

 school days. 

  days following exclusion.  requested a meeting. 4 Inform LEA completing form    

      EX1/FT within one school day to 4 Inform LEA ( and “Home” LEA if 

NB 4 Inform LEA (for monitoring purposes 4 Inform LEA (for monitoring  Ensure that the LEA may take the   not North Yorks) for monitoring 

Lunchtime  completing form EX1/FT on page 21  purposes completing form EX1/FT  appropriate action.  purposes completing form EX1/P 

exclusion  within one school day).  on page 21 within one school day).    (Form EX2 for Fixed Term made 

counts as     5 Inform “Home” LEA if not  Permanent) within one school 

half day 5 Make arrangements for setting 5 Invite parent and LEA  to meeting   North Yorkshire.  Day to ensure that the LEA may 

  and marking work.  of the Governing Body if meeting    take the appropriate action. 

    requested. 6 Invite parents and LEA  to    

 6 Maintain school exclusions database in    meeting of Governing Body at a 5 Invite parents and LEA  to 

  order to monitor an aggregate of fixed 6 Make arrangements for setting  mutually convenient time.  meeting of Governing Body at a. 

  term exclusions.  and marking work.    mutually convenient time. 

     7 Make arrangements for setting    

   7 Ensure all required documentation  and marking work. 6 Ensure all required documentation 

    is made available to Governing 8 Ensure all required   is made available to Governing 

    Body, Parent and LEA when  documentation is made available  Body and LEA. 

    required.  to Governing Body, Parent and   

      LEA. 7 Following a decision of the 

   8 Comply with Governing Body‟s 9 Comply with Governing Body‟s  Governing Body advise the 

    resolution or  to reinstate at  resolution or to reinstate at  parents and LEA  where  

    earlier date, if Governors so  earlier date, if Governors so  Headteacher‟s decision is upheld. 

    resolve.  resolve.  Advise parents of right to appeal. 

     10 Plan to:   

       enable pupil to continue 8 Maintain the pupil on the 

           education;  school roll setting  

       how to use time to address  appropriate work until the 

           pupil‟s problem;  parental right of appeal is 

       with LEA consider   exhausted. 

           reintegration plans   
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EXCLUSION GUIDELINES ï GOVERNORS 

NB: Letters may need to be translated into other languages where the parentôs first language is not English 

 
 FIXED TERM - up to and including 5 days FIXED TERM - adding up to more than FIXED TERM - over 15 days and not PERMANENT 

 in one term  5 days and up to 15 days in one term more than 45 days in school year  

       
Governors 1 No need to meet unless any 

representation from parents.  Then 
meet to consider the representation. 

1 Meet within 6
th

 and 50
th

 school days 

to consider exclusion, if parents 

request a meeting. 

1 Consult with parent/carer/LEA 1 Consult with parent/carer/LEA 

     2 Headteacher to agree mutually 2 Headteacher to agree mutually 

   2 Ask for written statements from  convenient date for meeting.  convenient date for meeting.  Meet 

    parents/LEA and Head before the  Meet within 6
th

 and 15
th

 school  within 6
th

 and 15
th

 school days to  

  (Cannot direct reinstatement where  meeting and circulate to all who  days to consider exclusion.  consider permanent exclusion. 

  fewer than 5 days unless pupil loses  will be attending together with a list     

  opportunity to take a public  of who will be attending. 3 Ask for written statements from 3 Ask for written statement from 

  examination).    parents/LEA and Head before  Parents, Head and LEA before the 

   3 After considering Headteacher‟s,  the meeting and circulate to all  meeting and circulate to all who will 

    parentsô and LEAôs representa-  who will be attending together  be attending together with a list of 

    tions and guidance in Circular  with a list of who will be   who will be attending. 

    87/03  attending.   

NB    a) whether pupil was responsible   4 After considering Headteacher‟s, 

Lunchtime    for the behaviour and, if so - 4. After considering Headteacher‟s,  Parents‟ and LEA‟s representations, 

exclusion    b) was the Headteacher‟s action  parents‟ and LEA‟s representa-  Improving Behaviour and  

counts as    an appropriate response?  tions and guidance in Improving  Attendance guidance 87/03 revised 

half day      Behaviour & Attendance: Circular  March 04, determine: 

    Or  87/03 revised 22 March 04.  a) whether on the balance of prob- 

      a) whether pupil was responsible  ability pupil was responsible for 

    c) if the Governors comes to a  for the behaviour and, if so -  the behaviour, and, if so, - 

    different view – reinstate earlier.  b) was the Headteacher‟s action  b) was the Headteacher‟s action 

      an appropriate response?  an appropriate response? 

   4 Ensure LEA are sent a copy of the    c) were strategies deployed to  

    decision when informing parents.  Or  mitigate the effects of the behaviour 

        Including the use of PSP/IEP. 

      c) if the Governors come to a  d) if the Governors come to a  

      different view - reinstate  different view – reinstate. 

      earlier.   

       5 Ensure governor attendance at 

     5 Ensure LEA (and “Home” LEA  Independent Appeal if required. 

      If not North Yorkshire) are sent   

      a copy of the decision when 6 Ensure LEA (and “Home” LEA if 

      informing parents.  Not North Yorkshire) are sent a 

        Copy of the decision when 

        informing parents. 
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EXCLUSION GUIDELINES ï LEA 

NB: Letters may need to be translated into other languages where the parentôs first language is not English. 

 FIXED TERM - up to and including 5 days FIXED TERM - adding up to more than FIXED TERM - over 15 days and not PERMANENT 

 in one term  5 days and up to 15 days in one term more than 45 days in school year  

       
LEA 1 Record Exclusion. 1 Record Exclusion. 1 Record Exclusion. 1 Record Exclusion. 

         

 2 Monitor trends. 2 Monitor trends and outcomes at 2 LEA officer may attend Governing 2 LEA Officer to attend Governing 

    REOTAS.  Body arranged at a mutually  Body arranged at a mutually  

      Convenient time and provide a  convenient time and provide a 

   3 Notify outcome of fixed term  statement of the LEA‟s view on  statement of the LEA‟s view on 

    Exclusion Governors meeting to  appropriateness of exclusion.  the appropriateness of exclusion. 

    PPS.     

     3 Consider with Headteacher what 3 Ensure parents know about their 

      arrangements will help   right of appeal and confirm date 

      reintegration and agree any  of appeal meeting. 

      appropriate costs.   

NB       4 Arrange for appropriate full time 

Lunchtime     4 Monitor trends and outcomes at  alternative education from 16
th

 

Exclusion      REOTAS.  school day following exclusion. 

counts as         

half day     5 Notify outcome of fixed term 5 Monitor trends and outcomes at 

      Governors‟ meeting to PPS.  REOTAS. 

         

     6 Arrange for appropriate full-time 6 Notify outcome of permanent 

      alternative education until pupil  Exclusion Governors‟ meeting to 

      returns to school, (i.e. from  PPS. 

      16
th

 school day).   

       7 Notify parent/carer in writing 

        within 3 days, to confirm outcome 

        and inform of right of appeal. 
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EXCLUSION GUIDELINES ï PUPIL REFERRAL UNITS 

NB: Letters may need to be translated into other languages where the parentôs first language is not English. 

 
 FIXED TERM - up to and including 5 days FIXED TERM - adding up to more than FIXED TERM - over 15 days and not PERMANENT 

 in one term  5 days and up to 15 days in one term more than 45 days in school year  

       
PRU 1 Immediately inform parents of type and 1 Immediately inform parents of 1 Immediately inform parents of 1 Immediately inform parents of 

  length of exclusion and reasons for  type and length of exclusion and  type and length of exclusion  type and length of exclusion and 

  exclusion.  reasons for exclusion.  and reasons for exclusion.  reasons for exclusion and advise 

        parent of right to appeal. 

 2 Inform parents of right to make 2 Inform parents of right to make 2 Inform parents of right to make   

  representations to LEA.  representations to LEA.  representations to LEA. 2 Ensure all required documentation 

        is made available to Appeals panel. 

 3 No need to hold meeting unless parents 3 No need to hold meeting unless 3 Arrange meeting between 6
th

 and    

  make representations and request  parents make representation and  15
th

 school days following 3 Maintain pupil on roll setting 

  meeting.  If parents make  request meeting.  If parents  exclusion.  appropriate work until appeal 

  representation arrange meeting   make representation arrange    completed. 

  Between 6
th

 and 50
th

 school days  meeting between 6
th

 and 50
th

  4 Invite parents to meeting at a   

NB  Following exclusion.  school days following exclusion.  mutually convenient time.   

Lunchtime         

Exclusion 4 Make arrangements for setting and 4 Make arrangements for setting 5 Make arrangements for setting   

counts as  marking work.  and marking work.  and marking work.   

half day         

 5 Maintain PRU exclusions database 5 Maintain PRU exclusions database 6 Comply with LEA resolution to   

  in order to monitor an aggregate of  in order to monitor an aggregate of  reinstate at earlier date if so   

  fixed term exclusions.  fixed term exclusions.  resolved.   

         

   6 Comply with LEA resolutions to 7 Plan to:   

    reinstate at earlier date if so    Enable pupil to continue   

    resolved.        education   

       How to use time to address   

            pupil‟s problem   

       With LEA consider   

            reintegration plans   
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D   Further Action / Reintegration 
 
It is school policy to involve parents at an early stage if problems occur.  This enables an agreed 
course of action to be made. 
 
An Individual Education Plan, (appendix 8) agreed by staff, student and parents, will be written by the 
Achievement Leader making it clear to all parties of future expectations. 
 

Pastoral Support Programme 
 
1  a)   Main Principles 
 

Students who do not respond to school actions to combat disaffection may be at serious risk of 
permanent exclusion and will need a longer term intervention to keep them from dropping out of 
school altogether.  Teachers actively identify such students, each one of whom will need a 
Pastoral Support Programme agreed with parents, the LEA and other agencies where 
appropriate. 

 The Pastoral Support Programme (PSP) is a school-based intervention to help individual 
students manage their behaviour. 

 The PSP should identify precise and realistic behavioural targets for the student to work 
towards. 

 A nominated teacher will oversee the PSP. 

 A PSP should be set up automatically for a student who has had several fixed term 
exclusions, or who has been identified as at risk of permanent exclusion. 

 A PSP will not replace an Individual Education Plan (IEP) where one exists for a student with 
special educational needs.  Schools should ensure that IEPs for students at serious risk of 
exclusion reflect appropriate strategies to meet their needs. 

 
1  b) Setting up a PSP 

The LEA expects that any student for whom a PSP is to be set up will have been referred to 
Pupil and Parent Services and/or the Behavioural Support Service. 

To set up a PSP, the school will invite the parents/carers and an LEA representative at a 
mutually convenient time.  At the PSP meeting the causes of concern and what is reasonably 
required of the student to put right the situation will be discussed.  The LEA representative 
should agree with the school what monitoring, help and support it may offer. 

Other agencies may also be involved, as appropriate. 

A copy of a Pastoral Support Plan is shown in Appendix 8b. 
 

Outside Agencies 

If a student reaches Stage 3 on the Special Needs Register, the Educational Social Worker and/or 
Behaviour Support Service will be involved.   

Work Related Learning at the local college or work experience may also be considered for students 14 
- 16 years old. 
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  APPENDIX 1 

A. ANTI BULLYING ï WHOLE SCHOOL POLICY 

 
1. Aims and Objectives 

 
Sherburn High School seeks to create an environment whereby bullying behaviour is not acceptable 
by any member of the school community. 
 

2. Definition of Bullying 
 
It is the wilful, conscious desire to hurt, threaten or frighten someone.  It is repeated often over a 
period of time and it is difficult for the victims to defend themselves against it. 
 

3. Nature of Bullying 
 
Bullying can take many forms, but three main types are: 
 

 Physical – hitting, kicking, taking belongings 
 

 Verbal – name calling, insulting, making offensive remarks 
 

 Indirect – spreading nasty stories about someone, exclusion from social groups, 
being made the subject of malicious rumours, sending malicious e-mails or text 
messages on mobile phones. 

 
 Name calling is the most common direct form of bullying and may be because of individual 
 characteristics but students can be called nasty names because of their ethnic origin,  nationality 
or colour, sexual orientation, or some form of disability.  As part of the school‟s  Equal 
Opportunities Policy, Achievement Support Assistants are responsible for recording all such incidents 
for  monitoring purposes. 
 

4. Procedures to follow 

 

Student Expectations and Guidance 

 
 Students are not to tolerate any form of bullying behaviour. 

 

 An adult (preferably a teacher) should be informed immediately when someone is 
being bullied or in distress. 

 

 Students are encouraged to report any incidents of bullying they witness.  Doing 
nothing can suggest support for the bully. 

 

 Students should only accept people who do not bully others.  Bullies will soon stop if 
they are left out, or are by themselves. 

 

5. Strategies for Dealing with Bullying 
 
The school continually works towards the elimination of bullying by: 
 

 Giving help and ongoing support to the victim. 

 Making the unacceptable nature of the behaviour and consequences of any 
repetition clear to the bully and his/her parents. 

 Helping and giving support to bullies to change their behaviour. 

 Seeking the involvement of external professional agencies if and where 
necessary. 
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 Ensuring that all areas of the school are patrolled at break, lunchtime and at the 
end of the day (staff duty rotas/in-house training to lunchtime Supervisors and 
Prefects). 

 Using the curriculum as an intrinsic vehicle to raise awareness to the school‟s 
view and as a means of educating students to the expected school code of 
behaviour. 

 Working closely with parents.  All Year 6 parents are given an advice leaflet 
produced by school re. Bullying and the important part they can play in reducing 
bullying. 

 Peer Support Systems.  Selected students undertake training from external 
professionals to support younger victims of bullying. 

 

6. Sanctions 
 

Where students do not respond to preventative strategies to combat bullying, tougher action is 
taken to deal with persistent and violent bullying.  As part of Sherburn High School‟s Behaviour 
Policy, a range of sanctions are available to deal with this type of bullying including exclusion 
in cases of severe and persistent bullying. 
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APPENDIX 2 

 

STUDENTSô USE OF BAD LANGUAGE 
 
Student-teacher relationships are of fundamental importance both inside and outside the classroom.  
Students are expected to be polite at all times.  Swearing will not be tolerated whether it is directly to a 
member of staff (teaching or non-teaching), another student or indirectly when a teacher hears such 
language. 
 
If such an incident should occur, an isolation period may result after which readmittance back into the 
normal teaching environment would only occur after reassurances from both the student and the 
parents/guardians. 
 
Reoccurrence of such an incident would incur an exclusion period. 
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APPENDIX 3 
 

SMOKING IN SCHOOL (STUDENTS) 
 

1. Students are actively encouraged not to smoke.  This forms part of various curricular 
programmes of study but also is part of the hidden curriculum. 

 
The effects on health are discussed as early as Year 7 in the tutorial programme and also in 
Science courses.  Other social aspects of smoking, e.g. peer pressure and the skills needed 
to effectively manage this pressure form part of the teaching in the Religious and Social 
Education programme. 
 

2. Students are made aware of the insistence of school that they should not smoke on or near 
the school premises or on the school buses.  Any student found smoking is punished 
(detention) by the appropriate Achievement Support Assistant and a letter is sent home 
explaining to parents and students that if they fail to comply with school rules and disobey 
them by smoking again, working in total isolation for one day will automatically follow. 

 
3. Any confiscated cigarettes, matches, lighters etc. will be returned only to the parents of the 

students (and not to the students themselves). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 Formatted:  Justified
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APPENDIX 4 
 

CODES OF DRESS 
 
1. All students in Years 7 - 11 must wear full school uniform. 

2. Form Tutors are expected to be vigilant in checking uniform is correctly worn and reporting 
any students not adhering to the codes of dress to the Achievement Support Assistant. 

3. The School Uniform 

 The school uniform comprises: 

 Blazer with Badge    Black 
 V Neck Pullover     Black  
 Shirt      Plain White - long or short sleeves 
 Tie (only available through the school) Scarlet Red or Black and Red Stripe for 

Y10/11 

 Trousers / Skirt  (See note below)  Plain Black 
 Sensible shoes (not boots or trainers)  Black 
 Short/three quarter socks   Black or white 
 Tights      Neutral or black 
 Outdoor Coat     To be worn outside only as appropriate 

 NB  Skirts must be worn at a reasonable length, i.e. neither too short, nor too long. 

 PE and Games Wear 

 Girls Boys 

 White shirt, Aertex typo with collar 
Black draw string shorts (not cycling shorts) 
Gym or training shoes (non-marking soles 
and not boots) 
Rugby or soccer boots (with rugby union BS 
kite marked studs) 
White short socks 
Red hockey socks 
One piece swimming costume and cap 
Towel 
Hockey boots (not trainer boots) 
 

White PE vest/tee-shirt 
Red and black fully reversible rugby 
shirt 
Plain white cotton shorts 
Plain black cotton shorts 
Gym or training shoes (non-marking 
soles and not boots) 
Rugby or soccer boots (with rugby 
union BS kite marked studs) 
White short socks 
Red football socks 
Swimming trunks 
Shin guards (football) 
Towel 

     
 Optional Items Optional Items 

 Black pullover 
Track suit of a subdued colour 
(without hood) 
Running spikes 

Track suit of a subdued colour (without hood) 
White cricket trousers and boots 
Running spikes 
Gum shield (strongly recommended for rugby) 

 

 Other Essential Items 

 Protective Clothing:  Strong apron for Technology, old shirt or overall for  
     Science and Art. 

 Equipment:   School bag, hold-all or briefcase to carry and protect  
     books.  Pen, pencil, rubber, ruler, a pair of compasses, 
     protractor, set of crayons. 
 
 
 
 
 
5. Staff are asked to pay particular attention to the following: 
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Blazers:  All students should arrive and leave lessons wearing their blazers.  If permission is given 
by the member of staff students can remove their blazers during lessons. 

Boots/Trainers are not allowed. 

Blouses/Shirts must not be worn outside trousers/skirts. 

Outside coats are not allowed to be worn in school and students should remove them on entry into 
the school buildings.  Coats should either be put in bags or hung up on the cloakroom pegs 
provided in classrooms.  It is not advised that students leave coats in the cloakroom. 

Jewellery:  No jewellery should be worn in school.  One pair of stud earrings is allowed.  
Confiscated jewellery can be given to the Achievement Support Assistants.  Body piercing is 
strongly discouraged.  Plasters should be used to cover such piercing until they have healed and 
then the jewellery must be removed.  Form Tutors are expected to monitor this situation, recording 
when piercings can be removed.  If students do not conform to wearing plasters, the item of 
jewellery will be confiscated. 

Make-up:  No make-up or nail varnish is allowed. 

Hair:  If hair is long, it should be tied back for practical lessons.  Students are expected to present a 
neat and tidy appearance, not following extremes of fashion. 
 

5. Post-16 students are not required to wear uniform but their personal dress should conform to the 
high standard expected of young adults setting an example to younger students. 

 

6. Staff:  Professional people are expected to dress in a suitable manner for their job. 
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APPENDIX 5 

HOME/SCHOOL AGREEMENT 
 

Name of Student  

  

Primary School/Previous School  

 
 
During the time students are with us at Sherburn High we believe that 
it is very important that a spirit of trust and co-operation is built up 
between teachers, parents and young people.  This agreement sets 
out some of the specific ways in which we can all play our part to 
achieve this positive atmosphere expressing the willingness of all 
concerned to work together for the benefit of all young people in the 
school. 
 
 

The school will: 
 

 provide a caring, safe, supportive environment in which each 
individual is valued; 

 provide a full and balanced curriculum which, as far as is possible, 
educates each student to the best of his/her ability; 

 provide records and information about each child‟s educational 
progress as well as the child‟s development in other areas of 
school life; 

 arrange regular meetings with each child‟s teachers and be 
available at other times when concerns or questions arise; keep 
parents informed about problem areas. 

 
Signed  Headteacher 

 

 
 
 
 
 
Parents will: 
 

 ensure that their child attends school regularly and punctually, 
avoiding wherever possible holidays during term time and 
providing school with a note to cover any absence; 

 support and work with the school and encourage a positive attitude 
to education; 

 support the discipline procedures of the school; 

 support the school ethos of homework, discussing it with their child 
when signing the student planner each week; 

 ensure that their child meets school requirements regarding 
uniform and general appearance and has appropriate equipment 
for each day; 

 let the school know of any concerns about their child‟s education, 
attend meetings at school to discuss progress and to learn about 
the work of the school; inform school of any factors which may 
affect their child‟s performance in school. 

 
 
Signed  Parent/Guardian 

 
Signed  Student 
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APPENDIX 6 
 

CONTACT WITH PARENTS 
 

Partnership between teachers and parents and the development of mutual trust are essential to a 
successful school.  Communications between school and home include: 
 
1. A newsletter which is normally issued to parents by hand of students on the first Thursday of each 

month during term time.  Any items for inclusion should be given to the Headteacher. 
 
2. Correspondence/telephone communication with parents should normally be the responsibility of 

the Achievement/Curriculum Leaders or Deputy Head. 
 
3. Invitation for parents to come and discuss specific problems as they arise.  Where there is 

reluctance or difficulty, the Educational Social Worker may be involved or a home visit arranged. 
 
4. Reports which are issued as appropriate presenting a balance between the academic and 

social/personal achievement of the student. 
 
5. Parent Teacher Consultation Evenings to discuss individual students‟ progress.  Other evenings to 

which parents are invited include Open Evenings, Post-16 Opportunities, Year 9 Option choices 
and Year 7 Intake. 

 
6. The child‟s Student Planner which parents are asked to sign every week making any relevant 

comments.  Form Tutors also check these Planners on a regular basis. 
 
7. Letters explaining any changes in arrangements affecting their children are sent to parents. 
 
8. The Friends of Sherburn High School which exists to organise activities including social events, to 

strengthen links between staff and parents.  The Friends has an active social programme and all 
members of staff are welcome to attend their meetings/functions. 

 
9. Parent volunteers are invited to assist in school, particularly in connection with the Information 

Centre, the Careers Library, and school premises. 
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APPENDIX 7 

 

ADMISSION OF NEW STUDENTS (including Parental Admission Visits) 
 

This policy is designed to develop strategies which will 
 
i. facilitate an orderly and structured transfer to the school, 
ii. develop within the student a feeling of confidence and trust, 
iii. reduce anxiety and uncertainty to a minimum, 
iv. satisfy the legal and administrative requirements for student transfer. 
 
The Structure 
 
The following scheme is a guide to the transfer of students to Sherburn High School.  The time span of events in 
this framework may vary, the logical progression should be common to all transfers and should serve as a 
procedure for all students transferring to this school. 

It is divided into two stages: 

i. Prior to admission. 
ii. The start. 
 
i. Prior to Admission 
 

                 Follow up by Achievement 
Support Assistant 

                         
               Ĉ          

                         
              Request for relevant information. 

                         
            Ĉ             

                         
Family make contact with school.               
Office complete form “Initial Contact”               

                         
            Ċ             

                         
              Appointment with appropriate  

              Achievement Leader 

                         
             ĉ            

Parents/Students/Achievement Leader 

     Initial Interview:      

           
     i)    Relevant information given to parents regarding      

           options, etc.      

     ii)   Parents complete school‟s Admission Form - copy to      

      file and General Office.  Also complete purple „Parent      

           Preference Form‟ which is sent to Selby office.      

     iii)   Tour of school.      

     iv)   Review of student‟s work/reports (if available)      

                          

     Achievement Leader to contact present school      

           
     i)   Reports of appropriateness of admitting students.      

     ii)  Ascertain ability levels of student for setting.      

     iii)  Request for work/assessment on National Curriculum       

          Levels requested (see attached sheet)       

     N.B. Student is NOT admitted until this information is     
received and Selby office have agreed admittance 

         (Parent Preference Form) 

     

                          

                          

       Admission agreed with parents.        

               
       - Starting date.  Achievement leader has to         
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       produce student‟s timetable for this date.        

 
 
ii. Starting Sherburn High School 
 

                 
        Student arrives at Reception.         
        Met by Achievement leader.         
        Given timetable.         
        Achievement Leader to see RJN if 

require assistance to produce 
timetable. 

 
 

       

                 

                          
                          
                          

                 
        Taken to Tutor Room.         
        Introduced to Form Tutor and         
        selected friendship group.         
                 

                           
                           
                           

           
   Achievement Support Assistant 

meets one  
   Achievement Support Assistant    

   week later with student    Admission Form completed    
   regarding progress.    Ć    
       Form Tutor (for information)    

              Ć    
              Achievement Support Assistant    
              Ć    
              School office for admin    
              purposes    
              Ć    
              Achievement Support Assistant 

(File)  
   

                  

 
 
* If little information is received prior to the starting date regarding the student‟s ability, it will be necessary to 
administer tests therefore delaying setting into appropriate groups. 
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Office:  Admission of New Students - Initial Contact 
 
 
Name of Student  __________________________________________________________ 
 
Date of Birth  ________________________________ 
 
Home Address  __________________________________________________________ 
 
 
____________________________________________________  Tel No ____________________ 
 
Present School  __________________________________________________________ 
 
School Address __________________________________________________________ 
  
___________________________________________________   Tel No ____________________ 
 
 

(a) Are they viewing other schools?          

                     OR   

(b) Want their child to transfer to SHS          

                         
(c) Reason for transfer, e.g. moving house, trouble at school etc. 
 
_______________________________________________________________________________ 
 
Information sent: 
 

Prospectus                    

                         

Year Booklet                    

                         

Admission Form                    

 
 
Appointments arranged for __________________________________________________ 
 
 

Please contact to arrange for appointment.              

                         
 
 
If (b) When arranging an appointment please ask parents to bring most recent reports and 
         Maths and English work if possible. 
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Our ref: IH       
 
 
To the Headteacher of .......................................................................................... School  

 

re .......................................................................................................................... ............. 

 

 
I would be grateful if you could provide me with the following information on the above student to help ease the 
induction of this student into Sherburn High School and to meet the statutory transfer requirements.  
 
1. A copy of the pupil‟s last National Curriculum assessments, including test results if appropriate. 

2. An update of Teacher Assessment levels in English, mathematics and science if more than six months has 
elapsed since the last official report. 

3. A copy of the last annual report to parents. 

4. Information outlining the planning and/or coverage of the National Curriculum which the student has 
experienced during the last six months, e.g. topics covered. 

5. Examples of work produced by the children, particularly in English, mathematics and science. 

6. Any information on the strengths/weaknesses and interests of the student, including relevant social 
information. 

A prompt reply would be appreciated. 
 
Many thanks. 
 
Yours sincerely 
 
 
 
 
 
Headteacher 
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APPENDIX 8a 

SHERBURN HIGH SCHOOL 

INDIVIDUAL EDUCATION PLAN (I.E.P.) FOR BEHAVIOUR 
 
 

Name   Form:  

     
Date    No.  

 

Nature of Concern 

 

 

 

 

 

Targets 

 
1.  

2.  

3.  

4.  

 

 

Action to be taken by school to support the targets 

 

 

 

 

 

 

 

Rewards Sanctions 

  
  

  

  

  

 
Student‟s Signature   Staff Signature  

 
 
Review date:    

 

Targets achieved?    

 
 Yes No Comments 
    
1.    

2.    

3.    

4.    

 
Subject   Teacher  
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APPENDIX 8b 

SHERBURN HIGH 

PASTORAL SUPPORT PROGRAMME (P.S.P.) 
 

Name  Form:  

   
Date   SEN Stage   

 

Area(s) of Concern 
 

 

 

 

 

Previous exclusions 
 

Date:  Reason:  Number of days  

 

Agencies involved 
 

 

 

 

 

Targets 
 
(Student) will 

 
  

  

  

 
The school will 

 
  

  

  

 
In order to help ............................... achieve these targets his/her parents/guardians will 

 
  

  

  

 
External Agencies will 

 
  

  

 

 

Rewards 
 

  

 
Review date    

 
Signed by: School  

   
 Student  

   
 Parent/Guardian  

   
 LEA Representative  
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APPENDIX 9 
 

SUBSTANCE USE AND MISUSE POLICY 
 

Definition 
 
By drugs we mean any substances, excluding food, which, when used brings about change in the 
user. Changes can include altered perceptions, feelings, moods and behaviour. Drugs can thus 
include medicines, tobacco, alcohol, solvents used as drugs, „poppers‟ and illegal substances 
including, for example, cannabis, amphetamines, ecstasy, heroin and cocaine. This broad definition 
recognises that whilst some drugs may be regarded as helpful, (e.g. medicines) and some perceived 
as „socially acceptable‟, all of them have the potential to be harmful. (See also Smoking Policy). 
 

The Schoolôs Stance Towards Drugs 
 

 The school condones neither the misuse of drugs, including alcohol and tobacco, by members of 
the school, nor the illegal supply of these substances. 

 The school is committed to the health and safety of its members and will take action to safeguard 
their well-being. 

 The school acknowledges the importance of its pastoral role in the welfare of young people, and 
through the general ethos of the school, will seek to persuade students in need of support to come 
forward. 

 

Drug Education Programme (see relevant Schemes of Work) 
 
The rationale for drug education e.g. “We live in a world / society / community where drugs of all 
descriptions are available and accessible from medicines, tobacco and alcohol to substances which 
are illegal. We recognise that the choices and decisions that individuals make about the role of any 
drugs in their lives result in consequences not only for themselves but also for families, friends and the 
wider community. 
 
In response to our shared concerns at a local and national level, we wish to state that as part of its 
care for the welfare of its students the school believes it has a duty to inform and educate young 
people on the consequences of drug use and misuse.  The school takes a pro-active stance on this 
matter, believing that health education is a vital part of the Personal and Social Education of every 
student. 
 
Fundamental to our school‟s values and practice is the principle of sharing the responsibility for 
education of young people with parents, by keeping them informed and involved at all times.  Effective 
communication and co-operation is essential to the successful implementation of this policy. 
 
We believe and support the following educational aims in respect of substance use and misuse: 
 

 to enable students to make healthy, informed choices by increasing knowledge, challenging 
attitudes and developing and practising skills 

 to provide accurate information about substances 

 to increase understanding about the implications and possible consequences of use and misuse, 
i.e. health, social, legal and economic. 

 to encourage an understanding for those experiencing or likely to experience substance use 

 to widen understanding about related health and social issues, e.g. sex and sexuality, crime, HIV 
and AIDS 

 to seek to minimise the risks that users and potential users face 

 to enable young people to identify sources of appropriate personal support 
 
These aims are fulfilled through aspects of the students‟ experiences in the taught and informal 
curriculum.  We deliver in the taught curriculum mainly through PSE, Citizenship, Careers, Science 
and English areas, but other opportunities to reinforce learning will occur in tutorial sessions and other 
parts of the teaching programme.  The school actively co-operates with appropriate outside agencies 
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such as Community Police, LEA and Health and Drug Agencies to deliver its commitment to Drugs 
Education and to deal with incidents of substance use and misuse.  The school has worked closely for 
several years with Community Education delivering a peer education programme. This involves 
training Post 16 students who then work with Year 7 and Year 8 students.  Visitors who support the 
school will be informed of the values held within this policy. 
 

Staff Roles and Responsibilities 
 

Roles of the Headteacher and Governing Body 
 
The Headteacher takes overall responsibility for the policy and its implementation, for liaison with the 
Governing Body, parents, LEA and appropriate outside agencies. 
 
The Headteacher or a Senior Teacher will take responsibility for liaison with the media.  As the issue 
of substance misuse is an emotive one, and is likely to generate interest from the local and national 
media, the school will take appropriate advice and guidance from the LEA and County solicitors to 
ensure that any reporting of incidents remains in the best interests of the young people, their families 
and the school. 
 
Training and education for teachers, support staff, parents, governors and others will be provided by 
the school using appropriate agencies thus enabling staff to identify potential risks for drug related 
incidents and manage them confidently, competently and with consistency. 
 
Members of the Leadership and Management Team and Achievement Leaders/ Achievement Support 
Assistants will have general responsibility for handling the daily implementation of the policy. 
 
The Governing Body will be involved in substance education and substance related incidents in the 
same manner as any other matter concerning the direction of the school, i.e. 
 
1. The Curriculum and Standards Committee may consider substance education and report to the 

whole Governing Body. 

2. The Governors‟ Staff and Student Sub-committee will review any fixed term exclusions of more 
than five days in total in any term or if the student loses the chance of taking a public examination.  
The parents have a right of appeal to the Governors‟ Staff and Student Appeals Sub-committee. 

3. The Governors‟ Staff and Student Sub-committee will review any permanent exclusion.  The 
parents may make representation to the LEA. 

4. The Governing Body will monitor, review and evaluate the Policy on Substance Use and Misuse. 

 
The Achievement Leaders have responsibility for co-ordinating the drug education programme. 
 

Substance misuse on the premises 
 
The school will consider each substance incident individually and recognise that a variety of responses 
will be necessary to deal with incidents.  The school will consider very carefully the implications of any 
action it may take.  It seeks to balance the interests of the student involved, the other school members 
and the local community.  The following examples are included as guiding principles.  Records will be 
kept of all incidents on individual students‟ files. 
 
(This is not meant to be an exhaustive list of possible situations.) 
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Situation 
 

   

Action 

 

 Student smoking (tobacco) on or near 
school premises. 

      Subsequent smoking offence. 

   
Letter home to parents (Y7 - Y11). 
Student in detention. 
Letter home to parents. 
One day working under close supervision. 
(See Smoking in School policies) 
 

 

 Unsubstantiated rumour regarding drug 
misuse or student identified as having 
experimented with illegal drugs or the 
equipment associated with drugs. 

 

   
i. School will contact parents so they can 

make further investigations. 
ii. Student/parent to be offered advice, 

information, support and counselling as 
appropriate. 

 

 Student seen in possession or strongly 
suspected of being in possession of an 
illegal drug. 

   
i. A member of staff with an adult witness 

will attempt to secure the voluntary 
production of any unlawful substances, 

e.g. by asking to turn out pockets.  NB 
Law permits school staff to take 
temporary possession of any substance 
suspected of being a controlled drug.   
Staff should not attempt to analyse or 
taste an unidentified substance. 

ii. Parents will be informed. 
iii. Police will be called in to deal with the 

situation: 
if student has refused to voluntarily turn out 
pockets etc, police may carry out search. 

    

 any substance taken into temporary 
possession by school should be handed 
to the police who will be able to identify 
whether it is an illegal drug. 

 If an illegal drug is found, police advice 
on the situation closely considered. 

iv. Situation may result in fixed term or 
permanent exclusion. 

v. Student/parent to be offered advice, 
information, support and counselling as 
appropriate. 

 
 

 Student seen supplying or strongly 
suspected of supplying an illegal drug. 

 

   
As for “possession” above except that if the 
supplying of illegal drugs is confirmed, this 
may lead to a longer fixed term or 
permanent exclusion. 
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Situation 
 

   

Action 

 

 Student found under the influence of 
drugs. 

   
i. First aid administered/ambulance called. 
ii. Gather information from peers. 
iii. Collect any vomit in a polythene bag and 

hand it to ambulance/paramedics. 
iv. Parents informed. 
v. Incident report to police and discussed 

with them. 
vi. Situation may result in a fixed term 

exclusion. 
vii. Student/parent to be offered advice, 

information, support and counselling as 
appropriate. 

 

 Illegal drugs or equipment associated 
with drugs found on school premises. 

   
i. School will inform police. 
ii. Internal enquiry/investigation with 

appropriate students. 
 

 

 School made aware of possible illegal 
drug misuse outside school premises 
which may put students at risk. 

   
School will inform police. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 



 

 

31 

APPENDIX 10 
 

USE OF FORCE TO CONTROL OR RESTRAIN PUPILS 
 

Education and Inspection Act 2006 
 
 

Authorised staff 
 
The Act allows all teachers and other people who have been authorised by the Headteacher to have 
control or charge of students to use reasonable force to control or restrain pupils.  It is the policy of the 

school that physical restraint be used on a pupil only as a last resort. 
 

Reasonable force 
 
There is no legal definition of „reasonable force‟.  It will always depend on all the circumstances of the 
case. However the degree of force used should be the minimum needed to achieve the desired result. 
 

Types of incidents 
 
Reasonable force might be appropriate, or necessary, in the following three broad categories: 
 
a) where action is necessary in self-defence or because there is an imminent risk of injury, e.g. 

where a student attacks a member of staff or another student; 

b) where there is a developing risk of injury, or significant damage to property, e.g. a student is 
causing injury or damage by accident, by rough play, or by misuse of dangerous materials or 
objects; 

c) where a student is behaving in a way that is compromising good order and discipline, e.g. a 
student persistently refuses to obey an order to leave a classroom. 

 

N.B.  Staff should always try to deal with a situation through other strategies before using force and 
must try to avoid putting themselves into physical danger. 
 

Physical intervention 
 
If a teacher considers that physical intervention is necessary because other methods have failed:  it 
may involve staff in physically interposing between students, blocking a student‟s path, holding, 
pushing, pulling, leading a student by the hand or arm, shepherding a student away by placing a hand 
in centre of the back or (in extreme circumstances) using more restrictive holds. 
 
Staff should not act in a way that might reasonably be expected to cause injury e.g. by holding a 
student around the neck, or by the collar, or in any other way that might restrict breathing, by slapping, 
punching or kicking, by twisting or forcing limbs against a joint, by tripping-up a student, by holding or 
pulling a student by the hair or ear or by holding a student face down on the ground. 
 
Staff should always avoid touching or holding a student in a way that might be considered indecent. 
 
Where a student is recognised as likely to behave in ways which may require physical restraint, then 
an individual plan will be prepared on the action to be taken when it becomes necessary. As far as 
possible staff will be made aware of situations likely to provoke difficult behaviour or trigger a violent 
reaction and a preventative strategy and de-escalation techniques will be made available. 
 

Recording incidents 
 
The school‟s recording system will be used to report any occasion (except minor or trivial incidents) 
where force is used.  A report should be completed giving details of how the incident began and 
progressed, details of the student‟s behaviour, what was said by each of the parties, the steps taken to 
defuse or calm the situation, the degree of force used, how that was applied, and for how long.  The 
student‟s response and the outcome of the incident including details of any injury suffered by the 
student, another student or a member of staff and of any damage to property, should also be 
recorded. 
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Staff may find it helpful to seek advice from a senior colleague or a representative of their professional 
association when compiling a report.  They should also keep a copy of the report. 
 

Informing Parents 
 
The incident should be reported to a member of the Senior Leadership Team who will consider 
whether parents need to be informed straight away or at the end of the school day, and whether they 
should be told orally or in writing.  The school‟s disciplinary procedures would be followed. 
 

Informing Police 
 
School reserves the right to inform the police of incidents which have required the use of force to 
control or restrain students. 
 

Complaints 
 
Involving parents when an incident occurs with their child and staff adhering to this policy should help 
to avoid complaints from parents.  In the event of a complaint the normal complaints procedure will be 
used.  The possibility that a complaint might result in a disciplinary hearing, or criminal prosecution, or 
in a civil action brought by a student or parent, cannot be ruled out. 
 

Training Issues 
 
All responsible adults will be made aware, as part of their induction, of the professional response that 
is expected in the school in relation to behaviour of students. 
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 APPENDIX 11 

 

POWERS TO SEARCH STUDENTS FOR WEAPONS 

 
From 31

st
 May 2007 headteachers and staff authorised by them will have new powers to search pupils 

and / or their possessions, without their consent, when they have reasonable grounds for suspecting 
that the student is carrying a knife or offensive weapon. 
 
The powers are given by a new section which has been added to the Education Act 1996 and school 
staff MUST follow all the rules set out in it when conducting a search. Schools should normally only 
use the powers when they have exhausted all other options, including questioning and asking the 
student to surrender the weapon. 
 
The most important features of the new law are as follows: 
 
1. There must be reasonable grounds for suspecting that the student has with him or amongst his 

possessions a knife or offensive weapon. A knife includes any article which has a blade or is 
sharply pointed (other than a folding pocket knife with a blade of less than three inches) and an 
offensive weapon includes a weapon made to cause injury or an article adapted to cause injury or 
any other article intended to be used to cause injury. 

 
2. Only the headteacher or staff authorised by him or her can carry out a search and staff members 

cannot be required to carry out a search. 
 
3. Two members of staff must be present to carry out the search including at least one of the same 

sex as the student in the case of a search of the student. 
 
4. The power to search enables a personal search including removing outer clothing and searching 

pockets and „patting down‟ over clothing (which we advise should be done by a member of staff 
of the same sex as the student being searched) but no more intimate searching. 

 
In every instance of a search being carried out under these powers it will be recorded in an incident 
book confirming, as a minimum, the names of the staff involved, the fact that they are specifically 
authorised and the grounds for the suspicion that the pupil had a weapon. 
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APPENDIX 12 

 

RIGHT TO DISCIPLINE 

EDUCATION AND INSPECTIONS ACT 2006 

 
The school has a statutory „right to discipline‟ which makes it lawful for a disciplinary measure e.g. a 
detention to be imposed on a student where his / her conduct falls short of a reasonable expectation or 
they fail to follow a rule or instruction. A student does not have to be on the premises in order to attract 
a disciplinary measure, or under the lawful control of a member of staff, but the school does have to 
be reasonable. 
 
It is lawful to hold detentions outside the normal school hours. A student‟s parents have to be given at 
least 24 hours notice in writing that a detention is due to take place, but not if the detention occurs in 
lunch or morning break time. 
 

Confiscation of Property 
 
Inappropriate items can be confiscated if warnings are given. The item should be returned within a 
reasonable time span (e.g. at the end of the day) unless it is considered to be of danger to the student 
or other students. For example, a mobile phone should be returned at the end of the day, unless the 
student is taking inappropriate images, possibly of other students. 
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