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Guiding Principles

We are fully committed to ensuring that all pupils access their full entittement to
a high-quality education, enabling them to thrive and succeed. To achieve this,
all children have the right to learn in safe, orderly, and positive environments
where their needs are met.

We will endeavour to provide a broad and balanced curriculum that meets the
needs of all pupils, enables them to progress and be successful in their future.

Our inclusive approach ensures reasonable adjustments will be made in
recognition that each child is unique. In all cases we make decisions in the best
interests of the child and will work in partnership with other agencies to ensure
that children are supported in the right way.

Our Headteacher/Principals have the right to suspend or permanently exclude
a pupil where there has been a serious breach or breaches of the behaviour
policy and where allowing the pupil to remain in the academy would seriously
harm the education or welfare of the pupil or others such as staff or pupils in
the academy.

All decisions to suspend are serious and only taken as a last resort.
Considerations will only be made following appropriate preventive measures
have been taken and all reasonable adjustment have been exhausted

Purpose and intent
All decisions to suspend and/or permanently exclude will be lawful, reasonable
and fair. The Academy / School pays due regard to the principle legislation,
namely:

o the 2011 Education Act

o the School Discipline Regulations 2012

. the Education and Inspections Act 2006

o the Education Act 1996

. the Education (Provision of Full-Time Education for Excluded Pupils)

Regulations 2007, as amended by the Regulations 201

o The most up to date guidance released by the DfE
The following examples maybe reasons for a suspension (this list is not
exhaustive):

o Failure to comply with a reasonable request from a senior member of

staff.

o Behaviour that endangers or may endanger the student’s own safety

. Behaviour that endangers or may endanger the safety of others

o Violent or threatening behaviour towards a student or member of staff

. Directed use of foul, derogatory /or abusive language towards a student

or member of staff
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Possession and/or consumption of alcohol or drugs
Persistent or repeat incidences of bullying
Theft

When making a decision regarding a suspension we are mindful not to
discriminate against children on the basis of protected characteristics such as
disability. Children with identified special educational needs and disabilities
(SEND) will need more support to meet expectations, although they must not
present a health and safety risk to staff or students and must be within the
control of the Academy / School. The Headteacher/Principal will pay due regard
to the SEND Code of Practice when suspending a child with an identified need.
Reasonable adjustments for identified children will be agreed under the
direction of the school's SENDCO.

A student may be suspended for one or more fixed-term periods (up to a
maximum of 45 school days in a single academic year) or permanently.
Students can be suspended for full days or parts of a day or from the premises
at lunchtime if behaviour at this time is disruptive. Where the
Headteacher/Principal believes an incident may warrant more than a five-day
suspension, the Academy / School has the duty to arrange for education
following the fifth day. Where students are suspended for incidents of similar
circumstances the number of days suspension sanctioned will increase with
severity.

The Academy / School has the power to sanction pupils for misbehaviour

outside of the Academy / School premises to such an extent as is reasonable.

Conduct outside the Academy / School premises, including online conduct, that

we will sanction for:

o when on any Academy / School -organised or Academy / School -related
activity

o travelling to and from the Academy / School

J when wearing Academy / School uniform

o when in some way identifiable as a pupil at the Academy / School

° where there will be repercussions for the orderly running of the Academy
/ School

o posing a threat to another pupil
. adversely affecting the reputation of the Academy / School

Definitions

Internal exclusion — where student remains in school, but works in a separate
room for a set duration. Students in internal exclusion are supervised and
have access to lesson work and wider learning for the duration of their
sanction — as detailed in the Trust Behaviour Policy.

Managed move — when a student is transferred to another school
permanently. All parties, including parents and the admission authority for the
new school, should consent before a managed move occurs.
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Off-site direction — when a Advisory Groupof a maintained school requires a
pupil to attend another education setting temporarily, to improve their
behaviour.

Parent — any person who has parental responsibility and any person who has
care of the child.

Permanent exclusion — when a student is removed from the school
permanently and taken off the school roll. This is sometimes referred to as an
‘exclusion’.

Suspension — when a student is removed from the school for a fixed period.
This was previously referred to as a ‘fixed-term exclusion’.

Roles and Responsibilities of ALL parties

The Headteacher/Principal

Only the Headteacher/Principal has the power to suspend or exclude a student
and this is only on disciplinary grounds. When establishing facts, the
Headteacher/Principal must apply the civil standard of proof: ‘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’. The Headteacher/Principal has the right
to direct a child to off-site education. Parents will be informed initially by
telephone. This will be followed up with a letter.

Before deciding whether to suspend or exclude a student, the
Headteacher/Principal will:

o Consider all the relevant facts and evidence on the balance of
probabilities, including whether the incident(s) leading to the exclusion
were provoked

o The Headteacher/Principal will consider the views of the student, in light
of their age and understanding, before deciding to suspend or exclude,
unless it would not be appropriate to do so

o Consider whether the student has special educational needs (SEND)

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

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

Advisory Group

4.2.1 The Advisory Group has a duty to consider parents’ representations about a

suspension or permanent exclusion. It has a duty to consider the
reinstatement of a suspended or permanently excluded student (where
applicable, as detailed below).

4.2.2 The Advisory Group has delegated this responsibility to a Student

Suspensions and Exclusions Committee which will comprise of 3 individuals
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made up from Advisors from across the trust, non-executive Directors or Trust
Members who can hear the case impartially. If an individual has a connection
with the student, or knowledge of the incident that led to the exclusion, which
could affect his or her ability to act impartially, he or she should step down

The Advisory Group’s Student Suspensions and Exclusions Committee will
consider and decide on the reinstatement of a suspended or permanently
excluded student within 15 school days of receiving the notice of the
suspension or exclusion if:

o The exclusion is permanent

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

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

Where the student has been suspended, and the suspension does not bring
the student's total number of days of suspension to more than 5 in a term, the
Advisory Group Chair must consider any representations made by parents.
However, it is not required to arrange a meeting with parents and it cannot
direct the Headteacher/Principal to reinstate the student.

Where the student has been suspended for more than 5 days, but less than
16 days, in a single term, and the parents make representations to the
Advisory Group, the Student Suspensions and Exclusions Committee will
consider and decide on the reinstatement of a suspended student within 50
school days of receiving notice of the suspension. If the parents do not make
representations, the Committee is not required to meet and it cannot direct the
Headteacher/Principal to reinstate the student.

Where a suspension or permanent exclusion would result in a student missing
a public exam or National Curriculum test, Student Suspensions and
Exclusions Committee will, as far as reasonably practicable, consider and
decide on the reinstatement of the student before the date of the exam or test.
If this is not practicable, the Student Suspensions and Exclusions Committee
may consider the suspension or permanent exclusion and decide whether or
not to reinstate the student.

The Parent/Carer or any person with parental responsibility

Parents/Carers have a duty to ensure their children are not in a public place at
any time during the school day. Failure to comply with this could lead to a fixed
penalty notice or prosecution.
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Reintegration

Following any fixed-term suspension, the Academy / School will take
reasonable steps to meet with parents and students to ensure there is clarity
around the reasons for the action and also to discuss the student’s
reintegration. This meeting will be chaired by a member of the behaviour team
and/or senior leadership team. At the meeting, the strategy for reintegration
and managing the student’s behaviour will be discussed.

The decision

A decision to exclude a student permanently should only be taken:

In response to serious or persistent breaches of the Academy’s / School’s
Behaviour for Learning Policy.

Where allowing the student to remain in the Academy / School would
seriously harm the education or welfare of the students or others in the
Academy / School.

(DfE ‘Exclusion from maintained schools, Academies and pupil referral units in
England 2015 guidance)

The Headteacher/Principal will make the judgement, in exceptional
circumstances, where it is appropriate to permanently exclude a child for a first
or ‘one-off offence. These offences might include:

Serious actual physical assault against another student or a member of staff;
Bringing onto Academy / School site illegal substances with or without an intent
to supply;

Carrying an offensive weapon; (See Appendix 1 for guidance)

Potentially placing members of the public in significant danger or at risk of
significant harm.

These instances are not exhaustive, but indicate the severity of such offences
and the fact that such behaviour can affect the discipline and well-being of the
Academy / School community.

Behaviour expectations and Pupils with Special Educational Needs
and/or Disability (SEND)

The Academy’s / School’s culture will consistently promote high standards of
behaviour and provide the necessary support to ensure all pupils can achieve
and thrive both in and out of the classroom. Our whole-school approach aims
to meet the needs of all pupils in the school, including pupils with SEND, so that
everyone can feel they belong in the school community and high expectations
are maintained for all pupils. Our behaviour culture will create a calm
environment which will benefit pupils with SEND, enabling them to learn.
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Some behaviours are more likely be associated with particular types of SEND,
such as a pupil with speech, language and communication needs who may not
understand a verbal instruction. Behaviour will always be considered in relation
to a pupil's SEND, although it does not follow that every incident of
misbehaviour will be connected to their SEND.

We will manage pupil behaviour effectively, whether or not the pupil has
underlying needs. When a pupil is identified as having SEND, the graduated
approach will be used to assess, plan, deliver and then review the impact of the
support being provided.

The law also requires the Academy / School to balance a number of duties,
ensuring that they have a bearing on the behaviour policy and practice,
particularly where a pupil has SEND that at times affects their behaviour. In
particular:

e schools have duties under the Equality Act 2010 to take such steps as is
reasonable to avoid any substantial disadvantage to a disabled pupll
caused by the school’s policies or practices;

e under the Children and Families Act 2014, relevant settings have a duty to
use their ‘best endeavours’ to meet the needs of those with SEND;

e if a pupil has an Education, Health and Care plan, the provisions set out in
that plan must be secured and the school must co-operate with the local
authority and other bodies.

Reasonable Adjustments

Under the Code of Practice (2014) schools have a duty to ensure that for
students with SEND, reasonable adjustments are offered. Reasonable
adjustments ensure that the barrier to a student need is reduced/ removed.

7.5.2 As part of meeting any of these duties, we will, as far as possible, anticipate

likely triggers of misbehaviour and put in place support to prevent these.
Examples of preventative measures include (but are not limited to):

o short, planned movement breaks for a pupil whose SEND means that they
find it difficult to sit still for long;

o adjusting seating plans to allow a pupil with visual or hearing impairment
to sit in sight of the teacher;

o adjusting uniform requirements for a pupil with medically/clinically
evidenced sensory issues or who has severe eczema;

o the use of a brain break

o key worker access to a safe space, ensuring that they have a champion
and advocate within the Academy / School

o interventions to support Social Emotional Mental Health where the
Academy / School feels it is appropriate.




o The Academy / School also works closely with Rotherham With Me in Mind
(part of CAMHS early prevention offer) and would signpost and support
students in accessing mental health support
o training for staff in understanding conditions such as autism.

7.6 Any preventative measure should take into account the specific circumstances
and requirements of the pupil concerned.

8.0 Communication

8.1  We will communicate any decision to exclude to parents/carers as soon as
reasonably possible after the decision is made. Communication is normally
verbal in the first instance with staff aiming to speak to parents/carers and
explain the situation and the decision reached. For all forms of suspensions
and exclusions, this will be followed up with a formal letter.

8.2  We will notify the Local Authority of all suspensions and permanent
exclusions, including notifying the ‘home authority’ where a student lives
outside of the LA in which the school is located.

8.3  We will also notify the student’s social worker (where applicable and
contact details are available) and/or the Virtual School Head in a case
involving a Looked After Child.

8.4  The Headteacher/Principal will, without delay, notify the Advisory GroupChair
(via the Advisory Group Clerk) and Board Chair (via the Governance
Manager) of:

o Any permanent exclusion, including when a suspension is followed by a
decision to permanently exclude a pupil

. Any suspension or permanent exclusion which would result in the pupil
being suspended or permanently excluded for a total of more than 5
school days (or more than 10 lunchtimes) in a term

o Any suspension or permanent exclusion which would result in the pupil
missing a National Curriculum test or public exam

9.0 Challenging the decision to exclude

9.1 There is a statutory process in place for parents/carers to follow should
they wish to challenge an exclusion (fixed term or permanent).

9.2 A Student Suspensions and Exclusions Committee will be convened
to consider the challenge. The following parties will be invited to a
panel meeting:

o The Headteacher/Principal and/or his/her representative
o The parents/carer of the excluded student (who may be
accompanied by a friend or representative)
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o The excluded student where this is appropriate given their age
and level of understanding (whose attendance is optional and
subject to parental consent)

o Where applicable the student’s social worker / Virtual School
Head (VSH). This is so they can provide advice on how the
student’s background and/or circumstances may have influenced
the circumstances of their suspension or permanent exclusion.
The social worker should also help ensure safeguarding needs
and risks and the student’s welfare are taken into account.

It is expected that any documentation that either the school or
parents/carers wish the panel to consider will be circulated to alll
parties 5 school days in advance of the meeting.

Student Suspensions and Exclusions Committee can either:

. Decline to reinstate the student, or
° Direct the reinstatement of the student immediately, or on a particular
date

Cancelling suspensions and permanent exclusions

The Headteacher/Principal may cancel a suspension or permanent exclusion
that has already begun, but this will only be done where it has not yet been
reviewed by the hearing panel. Where there is a cancellation:

The parents, Advisory Group (via the Advisory Group Clerk) and Board (via
the Governance Manager) and LA will be notified without delay

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

Parents will be offered the opportunity to meet with the Headteacher/Principal
to discuss the cancellation without delay

As referred to above, the Headteacher/Principal will report to the Advisory
Group and Board once per term on the number of cancellations

The student will be allowed back in school without delay

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

A permanent exclusion cannot be cancelled if the pupil has already been
excluded for more than 45 school days in a school year or if they will have
been so by the time the cancellation takes effect
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Independent review

If parents apply for an independent review within the legal timeframe, the
Trust will arrange for an independent panel to review the decision of the
Student Suspensions and Exclusions Committee not to reinstate a
permanently excluded student.

Applications for an independent review must be made within 15 school days
of notice being given to the parents by Student Suspensions and Exclusions
Committee of its decision to not reinstate the student or, if after this time,
within 15 school days of the final determination of a claim of discrimination
under the Equality Act 2010 regarding the permanent exclusion.

A panel of 3 or 5 members will be constituted with representatives from each
of the categories below. Where a 5-member panel is constituted, 2 members
will come from the school governor category and 2 members will come from
the Headteacher/Principal category. At all times during the review process
there must be the required representation on the panel.

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

e Current or former school governors who have served as a governor for at
least 12 consecutive months in the last 5 years, provided they have not
been teachers or Headteacher/Principals during this time

e Headteacher/Principals or individuals who have been a
Headteacher/Principal within the last 5 years

e A person may not serve as a member of a review panel if they:
e Are a Trustee/Governor (Advisor) of the Trust of the excluding school

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

e Are an employee of the Trust, or of the excluding school (unless they are
employed as a Headteacher/Principal at another school)

e Have, or at any time have had, any connection with the Trust, school,
Advisory Group, parents or student, or the incident leading to the
exclusion, which might reasonably be taken to raise doubts about their
impartiality

e Have not had the required training within the last 2 years (see appendix 1
for what training must cover)

The panel must consider the interests and circumstances of the student,
including the circumstances in which the student was permanently excluded,
and have regard to the interests of other students and people working at the
school.
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Taking into account the student’s age and understanding, the student or their
parents will be made aware of their right to attend and participate in the review
meeting and the student should be enabled to make representations on their
own behalf, should they desire to.

Where a SEND expert is present, the panel must seek and have regard to the
SEND expert’s view of how SEND may be relevant to the student’s permanent
exclusion.

Where a social worker is present, the panel must have regard to any
representation made by the social worker of how the student’s experiences,
needs, safeguarding risks and/or welfare may be relevant to the student’s
permanent exclusion.

Where a VSH is present, the panel must have regard to any representation
made by the social worker of how any of the child's background, education
and safeguarding needs were considered by the Headteacher/Principal in the
lead up to the permanent exclusion, or are relevant to the student’'s
permanent exclusion.

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

e Uphold the Suspensions and Exclusions Committee’s decision

e Recommend that the Suspensions and Exclusions Committee
reconsiders reinstatement

e Quash the Suspensions and Exclusions Committee’s decision and direct
that they reconsider reinstatement (only if it judges that the decision was
flawed)

New evidence may be presented, though the school cannot introduce new
reasons for the permanent exclusion or the decision not to reinstate. The
panel must disregard any new reasons that are introduced.

In deciding whether the decision was flawed, and therefore whether to quash
the decision not to reinstate, the panel must only take account of the evidence
that was available to the Suspensions and Exclusions Committee at the time
of making its decision. This includes any evidence that the panel considers
would, or should, have been available to the Suspensions and Exclusions
Committee and that it ought to have considered if it had been acting
reasonably.

If evidence is presented that the panel considers it is unreasonable to expect
the Suspensions and Exclusions Committee to have been aware of at the time
of its decision, the panel can take account of the evidence when deciding
whether to recommend that the Suspensions and Exclusions Committee
reconsider reinstatement.

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

Once the panel has reached its decision, the panel will notify all parties in
writing without delay.
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o The panel’s decision and the reasons for it

o Where relevant, details of any financial readjustment or payment to be
made if the Suspensions and Exclusions Committee does not
subsequently decide to offer to reinstate the student within 10 school
days

o Any information that the panel has directed the school to place on the
student’s educational record

Remote hearings

Parents can request a meeting to be held via the use of remote access but
this should not be a default option. The Suspensions and Exclusions
Committee must hold the meeting via the use of remote access, if the request
has been made correctly as set out in the Headteacher/Principal’s written
notification or the Suspensions and Exclusions Committee’s written
notification to the parents that they can request an IRP.

Holding meetings via remote access must only be done if the
panel/Governance Manager are satisfied that the meeting is capable of being
held fairly and transparently.

Remote access meeting duties

If a Suspensions and Exclusions Committee meets to consider and decide on
reinstatement of a suspended or permanently excluded pupil either via the
use of remote access, this must happen within 15 school days of receiving
notice of a suspension or permanent exclusion from the
Headteacher/Principal.

If an IRP meeting is to be held face to face or via the use of remote access,
the Trust must take reasonable steps to identify a date for the review that all
parties, and any SEND expert appointed to give advice, are able to attend or
join. The review must begin within 15 school days of the day on which the
parent’s application for a review was made (panels have the power to adjourn
a hearing if required).

Where a parent does not request a remote meeting or does not state a wish
either way, Suspensions and Exclusions Committee must hold the meeting in
person, unless it is not reasonably practicable to do so in person for a reason
related to extraordinary events or unforeseen circumstances such as an
unforeseen school closure due to floods, fire or outbreak of infectious
illness/disease.

If there are technological or internet network issues, during a meeting held via
the use of remote access which compromises the ability for participants to be
seen or heard or prevents the meeting from being held fairly and transparently




and it is not reasonably practicable to resolve, a face to face meeting must be
arranged by the Trust, despite the parent’s request. This should be done
without delay.

Social workers and VSHs must be allowed to join a meeting via the use of
remote access, regardless of the format chosen, as long as the Suspensions
and Exclusions Committee or IRP are satisfied that they will be able to
participate effectively, they can hear and be heard (and see and be seen if
participating by video) throughout the meeting, and their remote participation
will not prevent the meeting being fair and transparent.

Suspensions and Exclusions Committee and IRP’s must:

e comply with relevant equalities legislation

e enable access to support which the parent is entitled to, including the
presence of a friend

e Suspensions and Exclusions Committee and IRP’s should ensure the
following conditions are met for a meeting via remote access:

e confirm with all the participants that they have access to the technology
which will allow them to hear and speak throughout the meeting, and to
see and be seen, such as via a live video link

e ensure all the participants will be able to put across their point of view or
fulfil their function

e ensure the remote meeting can be held fairly and transparently

12.4 Fairness and transparency during a meeting held via the use of remote
access

The Suspensions and Exclusions Committee must assess whether a meeting
can be held fairly and transparently via remote access with reference to the
facts of each case.

If a Suspensions and Exclusions Committee is not satisfied that a meeting can
be held fairly and transparently via remote access, they should consult with
the parent to discuss how a face to face meeting can be arranged that will be
convenient for them.

12.5 Guidance for Social Workers and VSHs
Should Social Workers or VSHs be joining a meeting that, as a whole, is
taking place in person, they must be allowed to join via the use of remote

access should they wish to do so.

12.6 Use of remote access during an extraordinary event or unforeseen
circumstance

14
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If there is a reason related to extraordinary events or unforeseen
circumstances, which means that it is not reasonably practicable for a
Suspensions and Exclusions Committee hearing or IRP to be held in person;
then this meeting may be held using remote access even if the parent has not
asked for the meeting to be remote.

The meeting may be held via the use of remote access, provided the
Suspensions and Exclusions Committee are satisfied that all participants will
be able to fully make representations and carry out their functions, each
participant has access to the electronic means to allow them to hear and be
heard and (where using a live video link) see and be seen, throughout the
meeting; and the meeting is capable of being held fairly and transparently.

Data collection

All school use a variety of data information management systems (Bromcom/
Sims). Here we record all positive and negative behaviour points. The recording
of points is not in itself a reward or consequence. The system is in place to
ensure the appropriate and consistent application of rewards and
consequences. This allows the Academy to have an accurate overview of the
impact of this policy and associated strategies in promoting positive behaviours.




Appendix 1: Guidance on Offensive Weapons

The Academy / School has determined that, in addition to legislative guidance, any
knife, irrespective of length, constitutes an offensive weapon and should not be
brought into the Academy / School. In addition to knives; axes, BB guns, air guns,
GATT guns, catapults, slings, etc., will also be deemed to be offensive weapons. Other
types of offensive weapons will include lengths of pipe, bats, other blunt instruments,
or items judged by the Headteacher or the Academy / School to be carried with the
intention to inflict injury on another individual — this would include blades removed from
pencil sharpeners, etc.

Screening, Searching and Confiscation
The Trust follows closely the guidance from the DFE:

Please refer to the DfE guidance ‘Screening, Searching and Confiscation. Advice for
Headteachers, staff and Governing Bodies’.

Where there are serious concerns that a student may have on their possession a
contraband item, the Headteacher, or other designated member of staff may search a
student, following the guidance below from the DfE:

“School staff can search a pupil for any item banned under the school rules, if the pupil
agrees. Head teachers and staff authorised by them have a statutory power to search
pupils or their possessions, without consent, where they suspect the pupil has certain
prohibited items. The items that can be searched for under this power are knives or
weapons, alcohol, illegal drugs and stolen items. School staff can seize any banned
or prohibited item found as a result of a search or which they consider harmful or
detrimental to school discipline.”

In addition to the practice identified in the DfE guidance, any item brought into the
Academy / School with the intention of the item being sold or passed on to other
students which, in the Headteacher’s opinion will cause disruption to the Academy /
School or be detrimental to Academy / School practice will be confiscated.

° Academy / School staff can confiscate any prohibited item found as a result of
a search. They can also confiscate any item, however found, which they
consider harmful or detrimental to Academy / School discipline.

° Staff should hand the confiscated item to reception as soon as possible and
complete the necessary information to identify the item, the date it was
confiscated, the name of the student and the member of staff's name. Staff
must not give the confiscated item to another student to hand in and must not
leave the item in an unsecure area at any time.

) Any item which staff consider to be dangerous or criminal i.e. drugs must be
brought to the attention of a senior member of staff immediately.
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Where the Academy / School finds controlled drugs, these must be delivered
to the police as soon as possible but may be disposed of if the Head Teacher
thinks there is a good reason to do so.

Where the Academy / School finds other substances which are not believed
to be controlled drugs these can be confiscated where a teacher believes them
to be harmful or detrimental to good order and discipline. This would include,
for example, so called ‘legal highs’. Where staff suspect a substance may be
controlled they should treat them as controlled drugs as outlined above.
Where they find stolen items, these must be delivered to the police as soon
as reasonably practicable — but may be returned to the owner (or may be
retained or disposed of if returning them to their owner is not practicable) if the
Headteacher thinks that there is a good reason to do so.

Where alcohol has been confiscated the Academy / School will retain or
dispose of it. This means that the Academy / School can dispose of alcohol as
they think appropriate (or return it to a parent/carer but this should not include
returning it to the student).

Where a member of staff finds tobacco, cigarette papers, lighters, matches
they will be disposed of. These will not be returned to the student.

Staff will also confiscate other prohibited as per the school’s behaviour for
learning policy.




Appendix 2: References

This policy is based on statutory guidance from the Department for Education:
Suspension and permanent exclusion from maintained schools, academies and
pupil referral units in England, including pupil movement.

It is based on the following legislation, which outlines schools’ powers to exclude
students:
Section 51a of the Education Act 2002, as amended by the Education Act 2011

The School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012
In addition, the policy is based on:

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

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

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

The Equality Act 2010

Children and Families Act 2014
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Appendix 3: What the law allows

Teachers can sanction pupils whose conduct falls below the standard which could
reasonably be expected of them. This means that if a pupil misbehaves, breaks a
rule or fails to follow a reasonable instruction, the teacher can apply a sanction on
that pupil.

Staff can issue sanctions any time pupils are in school or elsewhere under the
charge of a member of staff, including on school visits. This also applies in certain
circumstances when a pupil’s misbehaviour occurs outside of school including online
conduct, other examples are:

» when taking part in any school-organised or school-related activity;
» when travelling to or from school;

» when wearing school uniform;

* when in some other way identifiable as a pupil at the school;

« that could have repercussions for the orderly running of the school;
« that poses a threat to another pupil; or

« that could adversely affect the reputation of the school

A sanction will be lawful if it satisfies the following three conditions:

a) The decision to sanction a pupil is made by a paid member of school staff (but
not one who the headteacher has decided should not do so) or an unpaid
member of staff authorised by the headteacher;

b) The decision to sanction the pupil and the sanction itself are made on the
school premises or while the pupil is under the lawful charge of the member of
staff; and

c) It does not breach any other legislation (for example in respect of equality,
special educational needs and human rights) and it is reasonable in all the
circumstances.

In considering whether a sanction is reasonable in all circumstances, one must
consider whether it is proportionate in the circumstances of the case and consider
any special circumstances relevant to its imposition including the pupil’s age, any
special educational needs or disability they may have, and any religious
requirements affecting them.

The Headteacher/Principal may limit the power to apply particular sanctions, or to
sanction

particular pupils or types of pupils, to certain staff and/or extend the power to
discipline to adult volunteers, for example to parents who have volunteered to
help on a school trip
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Appendix 4: Headteacher/Principal’s checklist for suspensions (> 5 days in a

term) and exclusions

Exclusion Guidance — Head Teacher’s Checklist

Yes

No

On the balance of probabilities, has the pupil committed the alleged
offence?

Has there been a serious breach (one-off) or breaches of the
school behaviour policy?

Does allowing the pupil to remain in school seriously harm their
education or health, safety and welfare, or that of others such as
staff or other pupils in the school?

Is this a ‘last resort’ decision following a wide range of strategies
implemented from DfE’s ‘Behaviour in Schools’ guidance that have
been deemed unsuccessful?

Has an internal head teacher audit been completed? (see toolkit
2a)

Is suspension/exclusion the most appropriate response?

Is the length of suspension/exclusion considered appropriate and
proportionate considering the level and nature of the
incident?

Is this suspension for the shortest possible time?

Has there been involvement from external services, Educational
Psychologist, school support staff, and other agencies/services
with a relevant, personalised support programme developed and
implemented using assess, plan, do, review?

Have alternatives to suspension/exclusion been considered? (e.g.
restorative approaches, mediation, internal exclusion, alternative
provision, managed move and/or an off-site direction)

Factors to consider:
« Has the suspension/exclusion been considered ‘in the
heat of the moment’?
e Has a thorough investigation been carried out?
e Has the evidence been reviewed with full
consideration being given towards policies and
discrimination?
o Has the pupil’s version of events been heard -
encouraged / considered / recorded?
o Are there any mitigating circumstances or is any
provocation evident (bullying, harassment etc)?
e Isthe child looked after by the LA?
e Does the child have an EHC plan?
o Does the pupil have a social worker? Have they been
communicated to and involved in planning?

Special Considerations

Have issues of SEN or disability been considered and reasonable
adjustments made? (see Equality Act 2010)
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Is this pupil a young carer?

Is this pupil a Looked after Child? Or been looked after previously?

In the case of a looked after child, have you contacted the
appropriate Designated Teacher (statutory role) in your school, the
pupil’s social worker and the Virtual School Head to discuss?

Is the Virtual School Team involved in supporting this pupil?

Has the governor for looked after children been informed/involved?

Is this pupil subject to a Child in Need Plan or a Child Protection
Plan?

\Where pupil has a social worker, have they been be notified and
invited to be involved in decisions made?

Is there an Early Help Assessment and Support Plan in place?

Have regular Team around the Family (TAF) meetings taken place
to review the plan?

If necessary, have you referred to Social Care? (MASH)
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Appendix 5: Audit for pupils at risk of permanent exclusion

This form is for a pupil who is at imminent risk of permanent exclusion.

Total number of
suspensions with reasons:
Total number of internal

Name of Pupil:

Year group: suspensions with reasons:
LAC SEND K EHCP N/A Details: (primary need |Free school meals
Yes/No and/or disability/medical [Yes/No
need) Pupil Premium
Yes/No

Date Information is requested:
Section 1 to be completed by Inclusion Lead and returned to Head teacher by:

Current DfE exclusion guidance states that any decision to exclude, ‘must be lawful
(with respect to the legislation relating directly to exclusions and a school’s wider legal
duties, including the European Convention of Human Rights); rational; reasonable;
fair; and proportionate’.

A decision to exclude a pupil permanently should be an acknowledgement by the
school that it has exhausted all available management strategies for the pupil and
should only usually be used as a last resort.

As a school we will have to demonstrate that we are already using a range of
strateqgies to support pupils.

Your account below will help me decide what needs to happen next. Inthe event
of a permanent exclusion, this form will be included in the evidence presented
to members of the Governing Board, parents/carers, Local Authority and other
relevant parties. In addition, it may be used to provide information for the LA
Inclusion Panels to support future placement planning.

Section 1 — please provide as much detail as possible with evidence attached.
NB: Not all sections may be relevant to all pupils but a rationale should be
provided where felt to be not applicable.

INTERVENTIONS TO IMPACT — LEVEL OF
DATE DETAILS SUCCESS

Support/intervention if
relevant

Attendance information

Achievement points to
date

Behaviour points to date
Reintegration Planning  [Meeting dates:
(Reintegration meetings
and strategies developed)
Documentation evident:
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SMART targets set:
\What school will do to
support and how?

Have restorative
conversations taken place
and where applicable a
programme of support
implemented?

Pupil and parent voice
evident:

Reviews of targets evident:
Agreements signed and
dated:

Risk Assessment (if
applicable)

Date started:
Review dates:

Early Help Assessment

Date started:
Date completed:
Outcome of assessment:

Part-time Timetable

All parties agreed

Parental agreement signed
\Work set for when not in
school

Risk assessment completed
for when not in school
Free school meals
provision

Plan evident with SMART
targets

Reviews

Date started:

Review Dates:

SEND Support Plan,
Evidence that the school
has carried out a holistic
assessment of the pupil’s
needs, set targeted
outcomes, implemented
appropriate
strategies/provisions and
reviewed progress

Date started:

Number of review cycles
completed to date:
Review dates:

Early/Emergency Review

Alternative Provision Dates:
Outcome:
EHC plan- Date held:
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Change
provision/placement
requested?

Date sent to LA:

Previous Statutory
Governing Board
Meeting/s for
Suspensions over 15
days in aterm

Other Governor/ Behaviour
panel meetings

Date held:
Outcome and plan?

Date held:
Outcome and plan?

Other External Support
E.g., referral to

SEMH outreach team
Locality Partnership Panel
(LLP)

Off-site direction,

Managed Move,

referral to Primary Inclusion
Panel

Dates:

Have parents been clearly
informed and involved in
planning?

In what context?

Have parents been
signposted to relevant
sources of support?
SENDIASS, Parent Carer
Forum, Exclusion Team
etc.

Completed by:
Name:

Role:

Section 2 - Graduated Response to be completed in detail, with evidence

attached
Graduated response Social Emotional Mental Health (SEMH) phased

thresholds

Classroom strategies: . Refer to

Has the graduated graduated

response — universal been response.

implemented?

In school strategies: . Refer to

Has the graduated graduated

response — targeted response.

support been
implemented?
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Outside Agency . Refer to
Support graduated

Has the graduated response.
response — Specialist
been implemented?

Pupil’s views for Headteacher’s consideration

Using a strengths and difficulties questionnaire, or similar, work through each
question WITH the pupil. Capture as much detail as possible taking into account the
pupil’s age and understanding. Support should be provided by parents, trusted adult
in school/external or social worker. An example is provided at
sdainfo.org/py/sdginfo/b3.py?language=Englishgz(UK)

Name:

Date of birth:

Name of adult supporting pupil to complete their views:

Document any difficulties shared: (Include all points raised by the pupil as this is
their perception)

Section 3 - Pupil voice to be completed by pupil with adult support
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Appendix 6: Panel’s Checklist

Exclusions Checklist for the Panel

Prior to Panel Hearing

You must check the attendees list and disclose immediately
to the Clerk if the student, parents or the incident is known to
you — you will be ineligible for the panel if you know the
student or have knowledge of the incident

All attendees must receive all meeting documentation from
the Clerk at least five school days prior to the hearing.
Please consider all the information fully in advance of the
meeting

Ask for guidance from the Clerk for anything relating to the
legal process and remember to keep all details
confidential. Do not discuss the details of the case with
anybody else (including school staff). Any advice or
further details required should be sought from the Clerk

Key

Considerations

Was the decision to exclude lawful, rational, reasonable, fair
and proportionate?

Has there been a serious breach or persistent breaches of the
behaviour policy AND do you believe that allowing the
student to remain in school would seriously harm the
education or welfare of the pupil or others?

Has the school considered alternatives to exclusion, such as
a managed move?

Has a thorough investigation taken place?

Have witness statements been taken, including from the
excluded student? If not, why not?

Have all witness statements been signed and dated?

Have the student and his/her family been properly notified of
the exclusion and the hearing and had an adequate
opportunity to represent themselves?
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Has school considered all mitigating evidence before deciding
to exclude? i.e. provocation, bullying, self-defense,
bereavement, family history / circumstances, learning
difficulties, social/emaotional difficulties. Have governors
received sufficient evidence of this?

Does the student have an Education, Health & Care Plan
(EHCP) or have special educational needs without an EHCP?
If so, can the school demonstrate they have followed their
graduated response?

10.

Are panel members satisfied that the exclusion was not based
on any element of discrimination?

11.

What has been done to tackle behavior and support the
student’s needs? i.e. staff reports, behaviour plans, pastoral
support, personalised timetable, other agency involvement
etc.

12.

Have panel members been given sufficient information and
opportunity to make the right decision? Both written
submissions and oral testimony made at the hearing
constitute evidence and may be taken into consideration

13.

Has the school provided work for the first five days of the
exclusion and had it marked?
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Appendix 7: Letter templates to parents/carers (provided by Rotherham LA for
use in 2023/24)

7.1 Suspension up to 5 days
Dear [Parent/Carer]
[Pupil's Name, Date of Birth and Year Group]

| regret to inform you of my decision to suspend [Pupil's Name] for a period of
[x day(s)]. While this suspension is in force, | would inform you that you are
responsible for ensuring [Pupil’s Name] does not come on to school premises
unless invited by me. Should this occur, | would view this as a serious breach
of the legal process.

(Delete paragraph as necessary — if the pupil is due to have an assessment)
However, as you are aware [Pupil Name] is due to have an assessment (specify
type of assessment). The assessment will go ahead on [specify date, time, place,
staff contact and instructions for arrival]

The suspension [begins/began] at [time] on [date] and ends at [time] on [date].
[Pupil's Name] should return to school on [date & time].

The reason for my decision is (briefly describe the incident, including the date and
time, ensuring that the specific reason for the suspension, is understood).

(Delete as necessary) Due to the serious nature of the incident, | will continue to
investigate and gather information during the suspension period to ensure the
matter has been dealt with appropriately. Please note that should additional
evidencel/information come to light during the investigation, which | was not in
possession of at the time of making the decision to suspend [Pupil’s Name], |
will be taking this new evidence/information into account. This may result in
the permanent exclusion of [Pupil’s Name]

(Delete as necessary - if other incidents contribute to this decision) In making this
decision, | am taking other previous incidents of misbehaviour into account.

School will set work for [Pupil's Name] to be completed during the suspension
period (ensure the work is accessible and the arrangements for completion are
clear). You are responsible for ensuring that the completed work is returned to
school promptly for marking.

(Delete as necessary - if the pupil is eligible for FSM) As [Pupil’s Name] is entitled
to free school meals please contact [Staff Name and details] to discuss how this
can be facilitated.

28




(Delete paragraph as necessary- if pupil has an allocated social worker). As [Pupil
Name] has an allocated social worker, | have also informed them of this
suspension.

(Delete paragraph as necessary - if pupil is a Looked after Child) As [Pupil Name] is
a Looked after Child, | have also informed the virtual school of this
suspension.

(Delete paragraph as necessary - if pupil is NOT compulsory school age) During a
suspension, parents are legally required to ensure that their child is not
present in a public place during school hours without reasonable justification;
parents may be given a fixed penalty notice or prosecuted if they fail to
comply. It is therefore your legal responsibility to ensure [Pupil’s Name] is
supervised appropriately during this suspension.

You and [Pupil’s Name] are requested to attend a reintegration meeting with
*me [*alternatively, specify the name of another staff member] at [place] on [date] at
[time]. If that is not convenient, please contact [staff name] to arrange a suitable
alternative date and time. The purpose of the reintegration meeting is to
discuss how best your child's return to school can be supported. Failure to
attend a reintegration meeting could be a factor considered by a magistrates’
court, for instance in circumstances such as non-school attendance.

Should you wish to discuss this matter with the Local Authority please contact
Rotherham Exclusion Team on 01709 808004. Alternatively, you may wish to
contact the Coram Children's Legal Centre Advice line on 0300 330 5485 or
online at:

Contact us - childlawadvice.org.uk

(Delete paragraph as necessary — SEN register) As [Pupil’'s Name] [is on the SEN
register/has an Education, Health, and Care Plan], you can also obtain impartial
information, advice and support about matters relating to special educational
needs and disabilities including education, health, and social care issues from
Rotherham SENDIASS. They can be contacted online at:
http://www.rotherhamsendiass.org.uk/contactus or by telephone on 01709
823627.

Your rights to make representations to the Governing Board

. If the total number of days suspension in any one term are below you have the
right to make representations to the Governing Board who will consider these, but
the Governing Board does not have the authority to direct reinstatement and is not
required to arrange a meeting with you.

. If the total number of days suspension in any one term is above 5 but below 15

If this suspension means your child has been, or will be, out of school this term for a
total of more than 5 school days but no more than 15 school days due to
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suspensions or cancelled permanent exclusions, you may make representations to
the Governing Board if you wish to do so. In which case the Governing Board must
meet within 50 school days of being told about this suspension. If you do not make
representation’s the Governing Board is not required to meet.

. If the total number of days suspension in any one term are above 15 the
Governing Board must convene a statutory meeting to consider reinstatement. You
must be invited to this meeting where you can make your representations.

. If your child will miss a public exam because of this suspension the governing
board must try to meet before the date of the exam. If it is not practical, the chair of
governors, in the case of a maintained school, may consider the suspension alone
and decide whether or not to reinstate the pupil. For an academy, consideration
should be made by a committee of the trust board if the trust articles of association
allow them to.

Number of days [Pupil’s Name] has been suspended this (delete as necessary)
Autumn/Spring/Summer term [year] is [?] days.

If you wish to make representations, please contact [Name and contact details of
Clerk to Governors]

You have the right to see your child’s school record however, due to
confidentiality restrictions, you must submit in writing a request to obtain
copies of this file. There may be a charge for photocopying.

You should also be aware that if you think the suspension relates to a
disability your child has, and you think disability discrimination has occurred,
you have the right to appeal to the Special Educational Needs and Disability
Tribunal. The address to which appeals should be sent is:

HM Courts & Tribunals Service

First-tier Tribunal (Special Educational Needs and Disability)

1st Floor, Darlington Magistrates Court

Parkgate

Darlington

DL1 1RU

Telephone: 0300 303 5857 Fax: 0870 739 4017

By Email: send@)justice.qov.uk

Website: First-tier Tribunal (Special Educational Needs and Disability) - GOV.UK
(www.gov.uk)

Making a claim would not affect your right to make representations to the
Governing Board

Other sources of support that can be accessed are:
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The National Autistic Society Schools Exclusion Service (England) can be found
at: Exclusion England (autism.org.uk)

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

The Department for Education statutory guidance on exclusions can be found at
Suspension and permanent exclusion guidance September 2023
(publishing.service.gov.uk) With additional information at: Pupil wellbeing,
behaviour and attendance - GOV.UK (www.gqoV.uk)

A guide for parents on behaviour and school exclusion can be found at: School
exclusions: guide for parents - GOV.UK (www.qoV.uk)

Yours Sincerely

[Name]

Head Teacher/Principal

Copies:

Chair of the Governing Board

Clerk to the Governing Board

Local Authority Exclusion Team

[Insert as required: Pupil’s social worker, Education Health and Care
Assessment Team, Virtual School etc.]

Pupil’s file

31
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7.2 Suspension 5.5 days to 15 days

Dear [Parent/Carer]
[Pupil's Name, Date of Birth and Year Group]

| regret to inform you of my decision to suspend [Pupil's Name] for a period of
[xx day(s)]. While this suspension is in force, | would inform you that you are
responsible for ensuring [Pupil’s Name] does not come on to school premises
unless invited by me. Should this occur, | would view this as a serious breach
of the legal process.

(Delete paragraph as necessary — if the pupil is due to have an assessment)
However, as you are aware [Pupil Name] is due to have an assessment (specify
type of assessment). The assessment will go ahead on [specify date, time, place,
staff contact and instructions for arrival]

The suspension [begins/began] at [time] on [date] and ends at [time] on [date].
[Pupil's Name] should return to school on [date & time].

The reason for my decision is (briefly describe the incident, including the date and
time, ensuring that the specific reason for the suspension, is understood).

(Delete as necessary) Due to the serious nature of the incident, | will continue to
investigate and gather information during the suspension period to ensure the
matter has been dealt with appropriately. Please note that should additional
evidencel/information come to light during the investigation, which | was not in
possession of at the time of making the decision to suspend [Pupil’s Name], |
will be taking this new evidence/information into account. This may result in
the permanent exclusion of [Pupil’s Name]

(Delete as necessary - if other incidents contribute to this decision) In making this
decision, | am taking other previous incidents of misbehaviour into account.

School will set work for [Pupil's Name] to be completed during the first [X days]
of this suspension (ensure the work is accessible and the arrangements for
completion are clear). You are responsible for ensuring that the completed work
is returned to school promptly for marking.

(Delete as necessary - if the pupil is eligible for FSM) As [Pupil’s Name] is entitled
to free school meals please contact [Staff Name and details] to discuss how this
can be facilitated.

(Delete paragraph as necessary- if pupil has an allocated social worker). As [Pupil
Name] has an allocated social worker, | have also informed them of this
suspension.
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(Delete paragraph as necessary - if pupil is a Looked after Child) As [Pupil Name] is
a Looked after Child, | have also informed the virtual school of this
suspension.

(Delete paragraph if pupil is NOT compulsory school age) During a suspension,
parents are legally required to ensure that their child is not present in a public
place during school hours without reasonable justification; parents may be
given a fixed penalty notice or prosecuted if they fail to comply. It is therefore
your legal responsibility to ensure [Pupil’s Name] is supervised appropriately
during this suspension.

(Delete paragraph if pupil is NOT compulsory school age) From the 6" (or earlier if
appropriate) school day of this suspension [specify date] until the expiry of the
suspension [specify date] we will provide suitable full-time education. On [date]
[Pupil's Name] should attend at [name and address of the alternative provider if not
the home school] at [start time] and report to [staff member's name].

[If applicable specify [transport arrangements/responsibilities] from home to the
alternative provider]

(If arrangements, for suitable full-time education are not available at time of writing
the suspension letter, inform parent/carer that they will be notified by a further letter).

You and [Pupil’s Name] are requested to attend a reintegration meeting with
*me [*alternatively, specify the name of another staff member] at [place] on [date] at
[time]. If that is not convenient, please contact [staff name] to arrange a suitable
alternative date and time. The purpose of the reintegration meeting is to
discuss how best your child's return to school can be supported. Failure to
attend a reintegration meeting could be a factor considered by a magistrates’
court, for instance in circumstances such as non-school attendance.

Should you wish to discuss this matter with the Local Authority please contact
Rotherham Exclusion Team on 01709 808004. Alternatively, you may wish to
contact the Coram Children's Legal Centre Advice line on 0300 330 5485 or
online at:

Contact us - childlawadvice.org.uk

(Delete paragraph as necessary — SEN register) As [Pupil’'s Name] [is on the SEN
register/has an Education, Health and Care Plan], you can also obtain impartial
information, advice and support about matters relating to special educational
needs and disabilities including education, health and social care issues from
Rotherham SENDIASS. They can be contacted online at:
http://www.rotherhamsendiass.org.uk/contactus or by telephone on 01709
823627.

Your rights to make representations to the Governing Board
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E. If the total number of days suspension in any one term are below

You have the right to make representations to the Governing Board who will consider
these, but the Governing Board does not have the authority to direct reinstatement
and is not required to arrange a meeting with you.

F. If the total number of days suspension in any one term is above 5 but
below 15
If this suspension means your child has been, or will be, out of school this term for a

total of more than 5 school days but no more than 15 school days due to
suspensions or cancelled permanent exclusions, you may make representations to
the Governing Board if you wish to do so. In which case the Governing Board must
meet within 50 school days of being told about this suspension. If you do not make
representation’s the Governing Board is not required to meet.

G. If the total number of days suspension in any one term are above 15 the
Governing Board must convene a statutory meeting to consider reinstatement. You
must be invited to this meeting where you can make your representations.

H. If your child will miss a public exam because of this suspension the
governing board must try to meet before the date of the exam. If it is not practical,
the chair of governors, in the case of a maintained school, may consider the
suspension alone and decide whether or not to reinstate the pupil. For an academy,
consideration should be made by a committee of the trust board if the trust articles of
association allow them to.

Number of days [Pupil’'s Name] has been suspended this (delete as necessary)
Autumn/Spring/Summer term [year] is [?] days.

If you wish to make representations, please contact [Name and contact details of
Clerk to Governors]

You have the right to see your child’s school record however, due to
confidentiality restrictions, you must submit in writing a request to obtain
copies of this file. There may be a charge for photocopying.

You should also be aware that if you think the suspension relates to a
disability your child has, and you think disability discrimination has occurred,
you have the right to appeal to the Special Educational Needs and Disability
Tribunal. The address to which appeals should be sent is:

HM Courts & Tribunals Service

First-tier Tribunal (Special Educational Needs and Disability)
1st Floor, Darlington Magistrates Court

Parkgate

Darlington

DL1 1RU

Telephone: 0300 303 5857 Fax: 0870 739 4017
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By Email: send@justice.qov.uk
Website: First-tier Tribunal (Special Educational Needs and Disability) - GOV.UK
(www.gov.uk)

Making a claim would not affect your right to make representations to the
Governing Board

Other sources of support that can be accessed are:

The National Autistic Society Schools Exclusion Service (England) can be found
at: Exclusion England (autism.org.uk)

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

The Department for Education statutory guidance on exclusions can be found at
Suspension and permanent exclusion guidance September 2023
(publishing.service.gov.uk) With additional information at: Pupil wellbeing,
behaviour and attendance - GOV.UK (www.goV.uk)

A guide for parents on behaviour and school exclusion can be found at: School
exclusions: guide for parents - GOV.UK (www.gov.uk)

Yours Sincerely

[Name]

Head Teacher/Principal

Copies:

Chair of the Governing Board

Clerk to the Governing Board

Local Authority Exclusion Team

[Insert as required: Pupil’s social worker, Education Health and Care
Assessment Team, Virtual School etc.]

Pupil’s file
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7.3 Suspension over 15 days

Dear [Parent/Carer]
[Pupil's Name, Date of Birth and Year Group]

| regret to inform you of my decision to suspend [Pupil's Name] for a period of
[xx day(s]. While this suspension is in force, | would inform you that you are
responsible for ensuring that [Pupil’'s Name] does not come on to school
premises unless invited by me. Should this occur, | would view this as a
serious breach of the legal process.

(Delete paragraph as necessary — if the pupil is due to have an assessment)
However, as you are aware [Pupil Name] is due to have an assessment (specify
type of assessment). The assessment will go ahead on [specify date, time, place,
staff contact and instructions for arrival].

The suspension [begins/began] at [time] on [date] and ends at [time] on [date].
[Pupil's Name] should return to school on [date & time].

The reason for my decision is (briefly describe the incident, including the date and
time, ensuring that the specific reason for the suspension, is understood).

(Delete as necessary) Due to the serious nature of the incident, | will continue to
investigate and gather information during the suspension period to ensure the
matter has been dealt with appropriately. Please note that should additional
evidencel/information come to light during the investigation, which | was not in
possession of at the time of making the decision to suspend [Pupil’s Name], |
will be taking this new evidence/information into account. This may result in
the permanent exclusion of [Pupil’s Name]

(Delete as necessary - if other incidents contribute to this decision) In making this
decision, | am taking other previous incidents of misbehaviour into account.

School will set work for [Pupil's Name] to be completed during the first [X days]
of this suspension (ensure the work is accessible and the arrangements for
completion are clear). You are responsible for ensuring that the completed work
is returned to school promptly for marking.

(Delete as necessary - if the pupil is eligible for FSM) As [Pupil’s Name] is entitled
to free school meals please contact [Staff Name and details] to discuss how this
can be facilitated.

(Delete paragraph as necessary- if pupil has an allocated social worker). As [Pupil
Name] has an allocated social worker, | have also informed them of this
suspension.
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(Delete paragraph as necessary - if pupil is a Looked after Child) As [Pupil Name] is
a Looked after Child, | have also informed the virtual school of this
suspension.

(Delete paragraph if pupil is NOT compulsory school age) During a suspension,
parents are legally required to ensure that their child is not present in a public
place during school hours without reasonable justification; parents may be
given a fixed penalty notice or prosecuted if they fail to comply. It is therefore
your legal responsibility to ensure [Pupil’s Name] is supervised appropriately
during this suspension.

(Delete paragraph as necessary or if pupil is NOT compulsory school age) From the
6" school day of this suspension [specify date] until the expiry of the
suspension [specify date] school will provide suitable full-time education. On
[date] [Pupil's Name] should attend at [name and address of the alternative provider
if not the home school] at [start time] and report to [staff member's name].

[If applicable — specify transport arrangements/responsibilities from home to the
alternative provider]

(If arrangements, for suitable full-time education are not available at time of writing
the suspension letter, inform parent/carer that they will be notified by a further letter).

You and [Pupil’s Name] are requested to attend a reintegration meeting with
*me [*alternatively, specify the name of another staff member] at [place] on [date] at
[time]. If that is not convenient, please [staff name] to arrange a suitable
alternative date and time. The purpose of the reintegration meeting is to
discuss how best your child's return to school can be supported. Failure to
attend a reintegration meeting could be a factor considered by a magistrates’
court, for instance in circumstances such as non-school attendance.

As this suspension brings the total number of suspension days this term to
over 15, the Governing Board must meet to consider the suspension[s]. The
latest date on which the Governing Board can meet is [date] (no later than 15
school days from the date the Governing Board is notified).

At the review meeting you may make representations to the Governing Board.

You will, whether you choose to make representations or not, be notified by
the Clerk to the Governing Board of the time, date, and location of the meeting.
Please inform [contact name and details] if you wish to be accompanied by a
friend or representative. Also advise them if you have a disability or additional
need which may affect your ability to attend or take part in a meeting at the
school, reasonable adjustments will then be made. In addition, please advise if
you require an interpreter to be present.
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If you would prefer to attend the review meeting remotely, you can request this
by contacting the clerk named above as soon as possible so that this request
can be facilitated.

Should you wish to discuss this matter with the Local Authority please contact
Rotherham Exclusion Team on 01709 808004. Alternatively, you may wish to
contact the Coram Children's Legal Centre Advice line on 0300 330 5485 or
online at:

Contact us - childlawadvice.org.uk

(Delete paragraph as necessary — SEN register) As [Pupil’s Name] [is on the SEN
register/has an Education, Health and Care Plan], you can also obtain impartial
information, advice and support about matters relating to special educational
needs and disabilities including education, health and social care issues from
Rotherham SENDIASS. They can be contacted online at:
http://www.rotherhamsendiass.org.uk/contactus or by telephone on 01709
823627.

Your rights to make representations to the Governing Board

If the total number of days suspension in any one term are below you have the
right to make representations to the Governing Board who will consider these, but
the Governing Board does not have the authority to direct reinstatement and is not
required to arrange a meeting with you.

. If the total number of days suspension in any one term is above 5 but below 15
If this suspension means your child has been, or will be, out of school this term for a

total of more than 5 school days but no more than 15 school days due to
suspensions or cancelled permanent exclusions, you may make representations to
the Governing Board if you wish to do so. In which case the Governing Board must
meet within 50 school days of being told about this suspension. If you do not make
representation’s the Governing Board is not required to meet.

. If the total number of days suspension in any one term are above 15 the
Governing Board must convene a statutory meeting to consider reinstatement. You
must be invited to this meeting where you can make your representations.

. If your child will miss a public exam because of this suspension the governing
board must try to meet before the date of the exam. If it is not practical, the chair of
governors, in the case of a maintained school, may consider the suspension alone
and decide whether or not to reinstate the pupil. For an academy, consideration
should be made by a committee of the trust board if the trust articles of association
allow them to.

Number of days [Pupil’'s Name] has been suspended this (delete as necessary)
Autumn/Spring/Summer term [year] is [?] days.
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If you wish to make representations, please contact [Name and contact details of
Clerk to Governors]

You have the right to see your child’s school record however, due to
confidentiality restrictions, you must submit in writing a request to obtain
copies of this file. There may be a charge for photocopying.

You should also be aware that if you think the suspension relates to a
disability your child has, and you think disability discrimination has occurred,
you have the right to appeal to the Special Educational Needs and Disability
Tribunal. The address to which appeals should be sent is:

HM Courts & Tribunals Service

First-tier Tribunal (Special Educational Needs and Disability)

1st Floor, Darlington Magistrates Court

Parkgate

Darlington

DL1 1RU

Telephone: 0300 303 5857 Fax: 0870 739 4017

By Email: send@)justice.gov.uk

Website: First-tier Tribunal (Special Educational Needs and Disability) - GOV.UK
(www.gov.uk)

Making a claim would not affect your right to make representations to the
Governing Board

Other sources of support that can be accessed are:

The National Autistic Society Schools Exclusion Service (England) can be found
at: Exclusion England (autism.org.uk)

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

The Department for Education statutory guidance on exclusions can be found at
Suspension and permanent exclusion guidance September 2023
(publishing.service.gov.uk) With additional information at: Pupil wellbeing,
behaviour and attendance - GOV.UK (www.gov.uk)

A guide for parents on behaviour and school exclusion can be found at: School
exclusions: guide for parents - GOV.UK (www.gqov.uk)
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Yours Sincerely

[Name]

Head Teacher/Principal

Copies:

Chair of the Governing Board

Clerk to the Governing Board

Local Authority Exclusion Team

[Insert as required: Pupil’s social worker, Education Health and Care
Assessment Team, Virtual School etc.]

Pupil’s file
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7.4 Permanent Exclusion

Dear [Parent/Carer]
[Pupil's Name, Date of Birth and Year Group]

| regret to inform you of my decision to exclude [Pupil's Name] permanently
from attendance at this school with effect from [time and date]. This means that
[Pupil's Name] will not be allowed in this school unless they are reinstated by
the Governing Board.

While this exclusion is in force, | would inform you that you are responsible for
ensuring [Pupil’s Name] does not come on to school premises unless invited by
me. Should this occur, | would view this as a serious breach of the legal
process.

(Delete as necessary including if the pupil is not compulsory school age) From the
6" school day of this exclusion [specify date] the Local Authority will provide
suitable education. Rotherham Local Authority (or representative) will contact
you directly with details of these arrangements.

(Delete as necessary Where the pupil lives in a Local Authority other than the
excluding school’s) As you are resident outside Rotherham | have also today
informed [Name of Officer] at [Local Authority] of your child’s exclusion and they
will be in touch with you about the arrangements for [Pupil's Name] education
from the 6" school day of this exclusion.

(Delete paragraph as necessary — if the pupil is due to have an assessment)
However, as you are aware [Pupil Name] is due to have an assessment (specify
type of assessment). The assessment will go ahead on [specify date, time, place,
staff contact and instructions for arrival]

The reason for my decision is (give a clear and informative description of the
incident, including date/time of incident, ensuring that the specific reason for
exclusion is understood and that all relevant circumstances are made known).

(Delete as necessary) Due to the serious nature of the incident, | will continue to
investigate and gather information. If evidence/information comes to my
attention that | was not in possession of at the time of making the decision to
permanently exclude [Pupil’'s Name] you will be notified.

(Delete as necessary) In making this decision, | am taking other previous
incidents of misbehaviour into account.

Further details will be forwarded to you shortly in form EP1 (evidence pack to
review the permanent exclusion).
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School will set work for [Pupil's Name] during the first [*specify the number as
appropriate] school days of this exclusion (ensure the work is accessible and the
arrangements for completion are clear). You are responsible for ensuring that the
work is completed and returned to school promptly for marking.

(Delete as necessary - if the pupil is eligible for FSM) As [Pupil’s Name] is entitled
to free school meals please contact [Staff Name and details] to discuss how this
can be facilitated.

(Delete paragraph as necessary- if pupil has an allocated social worker). As [Pupil
Name] has an allocated social worker, | have also informed them of this
exclusion.

(Delete paragraph as necessary - if pupil is a Looked after Child) As [Pupil Name] is
a Looked after Child, | have also informed the virtual school of this exclusion.

(Delete as necessary — if the pupil is NOT compulsory school age) During an
exclusion, parents are legally required to ensure that their child is not present
in a public place during school hours without reasonable justification, or for
the purposes of education as arranged by the school. Parents may be given a
fixed penalty notice or prosecuted if they fail to comply. It is therefore your
legal responsibility to ensure [Pupil’s Name] is supervised appropriately during
this exclusion.

As this is a permanent exclusion the Governing Board must meet to consider it
no later than [specify date] (no later than 15 school days from the date the exclusion
began)

At the review meeting you may make representations to the Governing Board.

You will, whether you choose to make representations or not, be notified by
the Clerk to the Governing Board of the time, date, and location of the meeting.
Please inform [contact name and contact details] of any disabilities or additional
needs that may affect your ability to attend or take part in a meeting at the
school, reasonable adjustments will then be made. In addition, please advise if
you require an interpreter and if you wish to be accompanied by a friend or
representative.

If you would prefer to attend the review meeting remotely, you can request this
by contacting the clerk named above as soon as possible so that this request
can be facilitated.

The Governing Board has the power to reinstate your child immediately or
from a specified date, or alternatively it has the power to confirm the
exclusion. If this is the case, you have aright to request a review by an
Independent Review Panel.
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Should you wish to discuss this matter with the Local Authority please contact
Rotherham Exclusion Team on 01709 808004. Alternatively, you may wish to
contact the Coram Children's Legal Centre Advice line on 0300 330 5485 or
online at:

Contact us - childlawadvice.org.uk

(Delete paragraph as necessary — SEN register) As [Pupil’'s Name] [is on the SEN
register/has an Education, Health and Care Plan], you can also obtain impartial
information, advice and support about matters relating to special educational
needs and disabilities including education, health and social care issues from
Rotherham SENDIASS. They can be contacted online at:
http://www.rotherhamsendiass.org.uk/contactus or by telephone on 01709
823627.

You have the right to see your child’s school record however, due to
confidentiality restrictions, you must submit in writing a request to obtain
copies of this file. There may be a charge for photocopying.

You should also be aware that if you think this permanent exclusion relates to
a disability your child has, and you think disability discrimination has
occurred, you have the right to make a claim under the Equality Act 2010 to the
Special Educational Needs and Disability First Tier Tribunal. The address to
which appeals should be sent is:

HM Courts & Tribunals Service

First-tier Tribunal (Special Educational Needs and Disability)

1st Floor, Darlington Magistrates Court

Parkgate

Darlington

DL1 1RU

Telephone: 0300 303 5857 Fax: 0870 739 4017

By Email: send@)justice.gov.uk

Website: First-tier Tribunal (Special Educational Needs and Disability) - GOV.UK
(www.gov.uk)

Making a claim would not affect your right to make representations to the
Governing Board

Other sources of support that can be accessed are:

The National Autistic Society Schools Exclusion Service (England) can be found
at: Exclusion England (autism.org.uk)

Independent Parental Special Education Advice http://www.ipsea.org.uk/
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The Department for Education statutory guidance on exclusions can be found at
Suspension and permanent exclusion guidance September 2023
(publishing.service.gov.uk) With additional information at: Pupil wellbeing,
behaviour and attendance - GOV.UK (www.goVv.uk)

A guide for parents on behaviour and school exclusion can be found at: School
exclusions: guide for parents - GOV.UK (www.qov.uk)

Yours Sincerely

[Name]

Head Teacher/Principal

Copies:

Chair of the Governing Board

Clerk to the Governing Board

Local Authority Exclusion Team

[Insert as required: Pupil’s Social Worker Education Health and Care
Assessment Team, Virtual School etc.]

Pupil’s file

44



https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1181584/Suspension_and_permanent_exclusion_guidance_september_23.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1181584/Suspension_and_permanent_exclusion_guidance_september_23.pdf
https://www.gov.uk/education/pupil-wellbeing-behaviour-and-attendance
https://www.gov.uk/education/pupil-wellbeing-behaviour-and-attendance
https://www.gov.uk/government/publications/school-exclusions-guide-for-parents
https://www.gov.uk/government/publications/school-exclusions-guide-for-parents

Appendix 8: EX1 - for submitting to the Local Authority

Information on all suspensions should be reported to the Local Authority in

order that data can be collected by the Department for Education.

Attach this completed form to each suspension notification letter (including
lunchtime suspensions) and forward to the Exclusion Team:
exclusions@rotherham.gov.uk

In the case of Permanent Exclusion this information will already be contained
in form EP1.

PRO-FORMA FOR SUSPENSION FROM SCHOOL

Date suspension starts: Time of suspension: (time pupil
leaves site)

Where will the pupil be during the suspension period? i.e., home with work provided /
another school setting.

Date suspension ends: Time and date of re-admittance:

Total Number of school days for this suspension:

Surname: First Name(s): UPN:

D.O.B: Gender: Ethnicity:
Address:

School: Year Group:

Is the pupil a Looked After Child? YES/NO

Does the pupil have SEN(D)? YES/NO

Does the pupil have an EHCP? YES/NO/under assessment.

Suspension reason — highlight relevant codes, use up to 3, with equal weighting, that cover
the incident.

Reason for Suspension Reason for Suspension
Abuse against sexual orientation and Physical assault against pupil PP
gender identity (for example, LGBT+) LG
Abuse relating to disability DS Racist abuse RA
Bullying BU Sexual misconduct SM
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Theft

Damage to property DM TH
Drug and alcohol related Use or threat of use of an offensive weapon

DA | or prohibited item ow
Persistent or general disruptive behaviour Verbal abuse/ threatening behaviour

DB against adult VA
Inappropriate use of social media or Verbal abuse/ threatening behaviour
online technology MT against pupil VP
Physical assault against adult PA

Code

Suspension Reason

Description

LG

Abuse against sexual orientation and gender identity

(for example, LGBT+)

derogatory statements about sexual orientation (e.g., heterosexual, lesbian, gay,
bisexual) and gender identity (eg. transgender)

homophobic, biphobic and transphobic bullying

LGBT+ graffiti

LGBT+ taunting and harassment

swearing that can be attributed to LGBT+ characteristics

DS

Abuse relating to disability

derogatory statements or swearing about a disability
bullying related to a disability

disability related graffiti

disability related taunting and harassment

BU

Bullying

verbal, physical, cyber bullying or threatening behaviour online
racist bullying

sexual bullying

homophobic, biphobic and transphobic bullying

bullying related to disability

DM

Damage to property (includes damage to school
or personal property belonging to any member
of the school community)

. arson
. graffiti
vandalism

DA

Drug and alcohol related

Alcohol abuse

Drug dealing

Inappropriate use of prescribed drugs
Possession of illegal drugs

Smoking

Substance abuse

DB

Persistent or general disruptive behaviour

Challenging behaviour
Disobedience

Persistent violation of school rules
Raising of fire alarms falsely

MT

Inappropriate use of social media or online
technology

sharing of inappropriate images (of adult or pupil)
cyber bullying or threatening behaviour online
organising or facilitating criminal behaviour using social media

PA

Physical assault against adult

Obstruction and jostling
Violent behaviour
Wounding

PP

Physical assault against pupil

Fighting

Obstruction and jostling
Violent behaviour
Wounding

RA

Racist abuse

Decretory racist statements

Racist bullying

Racist graffiti

Racist taunting and harassment

Swearing that can be attributed to racist characteristics

SM

Sexual misconduct

Lewd behaviour
Sexual abuse
Sexual assault
Sexual bullying
Sexual graffiti
Sexual harassment

TH

Theft

Selling and dealing in stolen property
Stealing from local shops on a school outing
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Stealing personal property (adult or pupil)
Stealing school property

ow

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

carrying or bringing onto the school site an offensive weapon / prohibited item such
as knives, sharp instruments, and BB guns

carrying any article that has been or is likely to be used to commit an offence
cause personal injury or damage to property

use of an offensive weapon

VA

Verbal abuse/ threatening behaviour against adult

Aggressive behaviour
Swearing

Threatened violence
Verbal intimidation

VP

Verbal abuse/ threatening behaviour against pupil

Aggressive behaviour
Swearing

Threatened violence
Verbal intimidation

Please use the table on the reverse of this form to support with identifying the correct reason code as

requested by DfE.
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