
 

 

 

 

 

 

 

 
 

 

 

Campsbourne School 

Behaviour including Anti-Bullying Policy 
 

Policy Originator Campsbourne School  

Governor Responsible Governor Responsible for Safeguarding  

Status Statutory 

Last reviewed  Autumn 2022 

Ratified on  13.12.2022 

Review period  Annually  

Signed by Governor Responsible for 
Safeguarding 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 



The Aims of the Behaviour Policy 
It is a primary aim of our school that every member of the school community feels valued and respected, and 
that each person is treated fairly and well. We are a caring community, whose values are built on mutual trust 
and respect for all. We adopt an attachment aware / trauma informed approach when managing behavior which 
is designed to support the way in which all members of the school can live and work together in a supportive 
way. It aims to promote an environment where everyone feels happy, safe and secure so that people can 
work together with the common purpose of helping everyone to learn. 
 
It is important that all adults working in school accept responsibility for behaviour throughout the school and act 
appropriately when misbehaviour is noticed. This policy aims to help children to grow in a safe and secure 
environment, and to become positive, responsible and increasingly independent members of the school 
community and wider society. 
 
Aims of the Policy  

• To create a calm, purposeful and happy atmosphere within the school.  

• To enable each child to develop their full academic, social and physical potential. 

• Make boundaries of acceptable behaviour clear.  

• Raise awareness about appropriate and inappropriate behaviour and promote it through positive 
reinforcement. 

• Encourage children to have high expectations of their own behavior and also their peers. 

• To encourage increasing independence and self-discipline so that each child learns to accept 
responsibility for their own behaviour.  

• Have a consistent high empathy high guidance approach to behaviour throughout the school.  

• To encourage active participation in the learning process.  

• To promoting both independent and co-operative learning skills.  

• To provide an inclusive education that values the contribution of each child. 

• Foster positive caring attitudes towards everyone where achievements at all levels are 
acknowledged and valued. 

• To value the rich cultural, racial, sexual and gender diversity of the school community.  

• To challenge racist, sexist and discriminatory attitudes and practices.  

• To develop self-discipline and a sense of social responsibility.  

• To recognise parents as partners in their children’s education and welcome the contribution they 
make to the life of the school. 

 
The Senior Leadership Team’s Responsibilities are:  

• To be a visible presence throughout the school; 

• To take a lead in the establishment of a positive school ethos; 

• To take responsibility for devising and implementing teaching and learning strategies that 
motivate and engage pupils, acknowledging the influence that good teaching has on pupils’ 
behaviour; 

• To monitor and review behaviour throughout the school, evaluating the success of this policy, 
including its impact on different ethnic groups, genders or levels of SEND and ensuring that 
necessary revisions are undertaken;  

• To take the lead in promoting good behaviour strategies; 

• To take appropriate and decisive action on incidents of serious misconduct and ensuring effective 
recording and reporting; 

• To promote the restorative justice approach to ensure that any victim has the chance to discuss 
how they feel, to ensure they feel justice has been done, and that they feel safe in the future;  

• Recording and monitoring attendance and punctuality in conjunction with the Education Welfare 
Officer;  

• To agree a clear system for identifying children with unmet emotional needs and resulting 
behaviours.  

• To ensure that children with emotional needs and behaviour challenges are placed on the 
appropriate stage of the Special Needs Code of Practice;  

• To liaise with outside agencies for support. 

• To ensure all parents/carers are aware of school policies;  
 

 



Staff Responsibilities Are:  

• To work together as a team; 

• To demonstrate ‘high empathy and high guidance’;  

• To ensure the school rules are followed by taking quick and firm action; 

• To treat all children fairly and with respect whilst being mindful of our unconscious bias.  

• To raise children’s self-esteem and develop their full potential by consistently holding them in 
high regard and by giving positive, meaningful feedback which is specific and honest about their 
work and their behavior.  

• To provide a challenging, interesting and relevant curriculum incorporating regular circle time 
activities; 

• To contribute towards creating a safe and pleasant environment, physically and emotionally;  

• To use rules and sanctions clearly and consistently, while recognising that differences in 
neurological development prevent a small number of children from accessing this system and will 
require appropriate and agreed flexibility; 

• To ensure that all ‘reflection time’ incidents are recorded on My Concern with all relevant 
information and within 24 hours of them taking place. 

• To adopt a restorative justice approach to ensure that any victim has the chance to discuss how 
they feel, to ensure they feel justice has been done, and that they feel safe in the future;  

• To provide opportunities for children to discuss appropriate behavior; 

• To be a good role model by treating others with respect;  

• To form a good relationship with parents so that all children can see that the key adults in their 
lives share a common aim;  

• To recognise that each child is an individual and to be aware of their different needs;  

• To offer a framework for social education which is attachment aware and trauma informed. 

• To communicate behavior incidents to parents in a timely manner where appropriate.  
 
The Parents’ Responsibilities Are:  

• To ensure that children attend school in good health, punctually and regularly; 

• To contact the school as soon as possible to discuss matters, at home or at school, which may 
affect the child’s happiness, progress and behaviour; 

• To make children aware of appropriate behaviour in all situations; 

• To encourage independence and self-discipline;  

• To take an active interest in all that their child does in school;  

• To foster good relationships with the school;  

• To be aware of the school rules and expectations;  

• To work together with the school to resolve concerns about their child’s behavior and support 
the school with the implementation of this policy;  

• To engage with the restorative justice approach to ensure that all views are listened to and ways 
are found to move forward; 

• To contact the class teacher or a member of the Senior Management team and not other parents 
or their children; 

• Encouraging children, as they mature, to take increasing personal and social responsibility. 
 

Children’s Responsibilities are:  

• To behave responsibly and sensibly in accordance with the school’s expectations and rules, and 
positively contribute to the school’s sense of safety and belonging; 

• To work to the best of their abilities, and allow others to do the same;  

• To show respect and politeness to adults and other pupils;  

• To follow the instructions of the school staff;  

• To co-operate with other children and adults; 

• To speak out when they see inappropriate behaviour;  

• To take care of property and the environment in and out of school;  

• To help communication between home and school (e.g. taking home letters, sharing ideas about 
projects); 

• To engage with the restorative justice approach to ensure that all children have the chance to 
discuss how they feel, to ensure they feel justice has been done, and that they feel safe in the 
future; 



• To inform staff of behavior which is having a negative impact on their wellbeing either face to 
face or through the class Bubble Box.  
 

Creating the Right Environment  
All children in school need to know the rules of the school and indeed to have played a part in creating them. 
All our rules are based in safety and children are encouraged to think about the impact of their behaviour on 
others in terms of feelings of safety and belonging, so central to health and wellbeing. 
 
Our Golden Behaviours are: 

• We are gentle (We don’t hurt others) 

• We are kind and helpful (We don’t hurt anybody’s feelings)  

• We listen (We don’t interrupt)  

• We are honest (We don’t cover up the truth) 

• We work hard (We don’t waste our or others’ time) 

• We look after property and the environment (We don’t waste or damage things) 

• We play well together at playtime, and follow playground rules. 

• We follow our “Respect for All” statement. 
 
Respect for All Statement* 
At Campsbourne School we believe that no-one has the right to hurt other people in any way by anything they 
say or do and should never be tolerated or passed off as "banter", "just having a laugh" or "part of growing 
up".  
 
We particularly reject the way some people abuse others: 

• Because of the colour of their skin 

• Because of their abilities or disabilities 

• Because of their religious beliefs or way of life  

• Because of the way they dress 

• Because of their size 

• Because of their gender 

• Because of their sexual orientation 
 
*Our Respect for All Statement is based on the protected characteristics from the Equalities Act. More 

information about our approach to implementing the Equalities Act can be found in our Public Sector Equality 

Duty and Objectives Policy.  

How do we minimise poor Behaviour and Promote Excellent Behaviour? 

All the children who attend this school must feel wanted, that they belong, and that they, as individuals, have 
a part to play at Campsbourne School. This can be realised in many ways, not least by encouraging each child 
to feel that they have a role to play within the family unit of the school and that other people e.g. brothers, 
sisters, peers, teachers, parents/guardians, visitors and governors, depend on them to behave in a mature, 
well-mannered and respectful way. Of course, this is not a one-way process and children need to see adults in 
school as models of outstanding behaviour. Creating the right atmosphere in school arises from good inter-
personal relationships. Parents, guardians, visitors, governors, teachers and children must treat each other 
with a level of mutual respect. Children, parents and guardians should be greeted with a warm welcome each 
day, setting the right tone for the rest of the day’s events. Good manners cost nothing and children, and 
grownups alike, should use them within the contexts of this school at all times.  

Classroom Management 
Good, clear and consistent management both within the context of the classroom and outside the classroom 
are of paramount importance in establishing good practice of behaviour and discipline within the school. As 
children within the framework of the school spend a lot of time within the classroom it is essential that well 
organised and well delivered lessons will seek to secure good standards of behaviour.  Bearing this in mind 
teachers should aim to: 
  

• Know their pupils as individuals.  This means knowing their names, their personalities and 
interests and who their friends are;  



• Plan and organise both the classroom and the lesson to keep pupils interested and minimise the 
opportunities for disruption. This may require attention to such basics as furniture layout, 
grouping of pupils, seating of pupils, matching work to pupils’ abilities, pacing lessons well, being 
enthusiastic and using humour to create a positive classroom atmosphere;  

• Be flexible in order to take advantage of unexpected events rather than being thrown off balance 
by them i.e. visitor at the door in the middle of a lesson;  

• Continually observe or 'scan' the behaviour of the class;  

• Be aware of, and control their own behaviour, matching emotional state, where possible, and 
adjusting their stance and tone of voice;  

• Model the standards of courtesy that they expect from pupils; 

• Emphasise the positive, including praising and describing good behaviour and good work;  

• Encourage children to take responsibility for their actions.  

• Make the rules for classroom behaviour clear to pupils from the first lesson, ensuring that they 
are explained in terms of feelings of safety and belonging;  

• Make sparing, fair and consistent use of reprimands.  This means being firm rather than 
aggressive, targeting the right pupil, criticising the behaviour and not the person, using private 
rather than public reprimands whenever possible; and being sure to describe the desired 
behaviour and emphasizing this over the undesirable behaviour; 

• Make sparing and consistent use of sanctions.  

• Whole group sanctions, which children will see as unfair, should only be used as a last resort.   

• Avoid excluding children from the classroom as children with emotional needs feel rejection very 
strongly and may escalate behaviour on their return to reject you before you can reject them 
again. Bear in mind that following an exclusion, time will need to be spent with the child to re-
connect with the child and rebuild trust and feelings safety; 

• Analyse their own classroom management performance and learn from it.  This is probably the 
most important message of all.  

 
All these points are interactive with all the other levels of influence highlighted before and they must be seen 
in that context.  Everyone in the school is responsible for the behaviour and discipline of children and must 
ensure that continuity exists between all personnel within the establishment.   
 
Creating the right environment:   

• Children should be greeted each morning outside by their class teacher who then escorts them 
into school and perhaps wishes them all a good morning.  This process should be carried out at all 
play times and dinner times when children should be asked if they had a nice playtime to identify 
possible issues; 

• Movement from the playground to the school should be done in an orderly manner and at all 
times should be done quietly. Children should walk to avoid accidents and to bring a sense of 
calm to the start of the day, lessons should begin promptly; 

• As children leave the classroom to enter assembly, to change rooms, to go out to play, they 
should line up quietly and be escorted by the class teacher, leaving the classroom with a sense of 
respect for others around them; 

• Play times and dinner times should be calm by supporting children to be more aware of self and 
others, know which activities are particularly challenging to them and know how and where to 
access quiet and/or support to self-regulate when they need to; 

• Children should be encouraged to play together and include others, with an emphasis on the 
importance of belonging; 

• Playground Buddies, Prefects and Young Leaders also support in the promotion of positive 
behaviour on the playground; 

• At the end of the school day all children should be escorted safely and in a calm manner to their 
parent / carer or member of staff i.e. After School activities;  

• Children who have not been picked up by 3.45pm are escorted to the afterschool club by the 
class teacher.  

• The Head teacher and Senior Management at all times should be highly visible around the 
building to ensure that all these procedures are in place. 

 

 



Practical strategies to support and reinforce outstanding behaviour:  
 

• Look for things to praise and be specific, honest and meaningful; 

• So often a child with overt behavioural problems only gains attention by being disruptive. There 
is a tendency to feel relief when the child is behaving appropriately and to leave well alone;  

• By making a positive effort to find something to reinforce, we can develop the child's repertoire 
of acceptable behaviour and reinforce feelings of safety, trust and wellbeing; 

• It is often the case that the child who is disruptive demands a disproportionate amount of adult 
time. By making the adult time positive, the child can feel better about themselves and so too 
can the adult.  Time previously used for managing disruptive behaviour can then be redistributed 
amongst all the children. Using regular short periods of time before the child misbehaves gives 
opportunity for the adult to listen to the child. Listening and understanding avoids the pressure 
of jumping to wrong conclusions. This does not mean that the child is always right either but that 
increased opportunities for understanding each other are valuable as we can identify areas of 
unmet developmental need impacting on behaviour and develop strategies/interventions to 
restore areas of vulnerability; 

• Try to reinforce appropriate behaviours in another child rather than drawing attention to 
negative behaviours, e.g. rather than saying "Don't throw the sand" try saying "look how well 
Adam and Zakir are filling their buckets with sand";  

• Avoid confrontation where possible by adopting attachment aware strategies. This is particularly 
important with children who are sensitive to shame. If it can’t be avoided, deal with 
confrontation quietly and with respect.  If it is necessary to enforce rules with a child, do it quietly 
without the child being shown up so there is then no need for the child to confront the adult to 
save face with friends;  

• If a child is prone to outbursts, work with them to identify activities which help them to feel calm 
and settled, and hold them in a box for the child to use when becoming unregulated; as a help, 
not a punishment. It is important to emphasize to the child and adults that these activities are 
significant because of how they make us feel, not because we like them. 

• Time outs are used to help children who need to self-regulate and are offered as support not a 
punishment. Help children access their calming activities inside the classroom if possible. If the 
child has a flight response and tends to leave the classroom then make a safe space available 
outside the classroom. 

• It is sometimes better - both for the child and for other children - if the child with problems is 
given permission to get on quietly with something else and then brought back into the group 
rather than being confronted when they are not ready.  

• All classrooms have a ‘bubble box’. These are used by children to communicate with the class 
teacher / peers in confidence. Children can share ideas or concerns using this box which are then 
discussed during weekly circle time sessions.  

 
Systems for Encouraging Outstanding Behaviour for Learning in School:  
The “Creating a Culture: how school leaders can optimize behavior” Report highlights the importance of clear 
routines in the school day for maintaining a safe school environment. The following routines are in place and 
must be followed rigorously by all staff. 

Zones of Regulation 
We use a whole school approach based on the Zones of Regulation designed to foster children’s self-regulation 
and emotional control. It is a curriculum designed to help children identify, regulate and navigate social and 
sensory challenges and learn better self-regulation strategies and emotional literacy. This encourages a 
common language in each classroom, the playground and among the school site to support our children to 
identify what different emotions feel and look like and how to choose tools to get back to a calm and happy 
zone. Individual children, depending on their need, receive targeted support with the Zones of Regulation.  

Stay on Green 
Every class should have a ‘Stay On Green’ display with the children’s names on it. 

 
Green (Demonstrating good behavior and the 6 golden behaviours)  
Yellow (First warning)  
Orange (Second warning)  
Red (Reflection Time) 



 

• All children start afresh each day, and start on green 

• Children will be warned about poor behavior e.g. talking, not working, being disruptive. At this point 
children may be moved to Yellow and then Orange if the poor behavior persists.  

• Sometimes children need time in another class to provide them with the opportunity to calm themselves 
and get back on track. This should not be seen as a consequence but a strategy to help manage a child’s 
behavior.   
 

Reflection Slips 

• Children who continue with low level behaviours may be given some reflection time (recorded by the class 
teacher onto My Concern) during which children are required to reflect on their behaviour  

• The class teacher may keep the child behind for a short time e.g. 4 or 5 minutes at break time 

• The class teacher may ask the child to sit outside the staffroom at break time 

• Send them to a member of SLT at break time 

• ALL incidents which cause either physical or emotional harm to another child e.g. name calling of any sort 
or physical aggression, however minor, should be recorded on My Concern and children should be asked 
to reflect on their actions.  

• Reflection slip folders are kept outside the Happy Space, in the dinner hall and school office for the SMSAs 
and support staff to use in case challenging behaviour occurs. The reflection slip is then given to the class 
teacher and recorded on My Concern. 

• Whilst a teacher does not need to tell parents about every reflection time if a child is consistently being 
asked to reflect about their behavior then it is important that the teacher speaks to the parent at pick up 
or through a phone call.  

 
Class Dojo  
Class dojo is used as our reward system. (www.classdojo.com) Children are rewarded dojos for: 

• Good learning behavior and effort in class. 

• Children are awarded one dojo at the end of the day if they “Stay on Green”. 

• For kind and considerate behavior  
 

Children can earn one dojo at a time. Children accumulate dojos throughout a term and earn certificates for 
reaching the following milestones.  

Bronze 100 
Silver 200  
Gold 300 
Platinum 400 
Diamond 500 
 

Celebration Assembly  
During Celebration Assembly staff give children Bronze, Silver and Gold certificates for meeting the Dojo 
milestones.  
 
The class with the highest attendance record in each key stage is also celebrated and the winning class keeps 
the school trophy for the week.  
 
Children complete quizzes on the books they are reading and have the opportunity to win a certificate for 
reading and passing their quiz which is announced during this assembly.  
 
Finally, one class is chosen by staff to receive an extra play session in the MUGA during playtime whilst 
considering their positive efforts demonstrated as a class. 
 
Assemblies 

• Assembly begins at 9.00. 

• Children are expected to enter the hall quietly.  

• Children are expected to participate during assembly.  

• Children are given opportunities to talk during assemblies. When the member of staff delivering assembly 
wants children to stop they will raise their hand as will all other staff. Children are expected to stop talking 

http://www.classdojo.com/


immediately.  

• Children will be asked to leave one class at a time. They will be asked to stand up silently and wait before 
leaving assembly in a single file in silence.  

• All staff in assembly should be watching children to ensure they are doing the right things, not watching 
assembly.  

 
Curriculum 
We recognise the importance of educating children about behavioural choices and the impact they can have 
on others and associated underlying issues. 

PSHE Curriculum 
In our PSHE curriculum children learn specifically about relationships, identity and diversity, emotions, their 
bodies include sex education, family and friends including different family structures, rights, rules and 
responsibilities, digital lifestyles,  

Wider Curriculum 
We have developed our curriculum to ensure that it provides opportunities for children to learn about the 
achievements of women, people with disabilities or sexual orientations and ethnic minorities ensuring that 
stereotypes are challenged and all are treated with dignity and respect.  

Protect Our Women Project (Year 6) 
We have a long-standing partnership with Solace Aid who deliver workshops on positive relationships to Year 6 
through their Protect Our Women workshops.  

Whole School Charity Events 
We hold a number of fund-raising events throughout the year to learn about and support disadvantages 
members of our community. These include: 

• EYFS - Animals - World Wildlife Fund (Linked to Life Cycles)  

• Year 1 - Environment – Greenpeace (Geography – Spring Term) 

• Year 2 – Alexandra Palace – Local Park and Green Spaces (History Units – Autumn Term) 

• Year 3 - Mental Health - Young Minds (Linked to PSHE -Spring 2) 

• Year 4 - Children - Save the Children (Healthy and Safer Lifestyles: Personal Safety Spring 2) 

• Year 5 - Antiracism / Bullying – Kidscape (Linked to PSHE – Anti Bullying Week - Autumn 1) 

• Year 6 - Refugees – UNICEF (Year 6 Refugee Week - Summer 2) 
 
Playtimes and Lunchtime 

Start of Play Time and Lunch Time 

• Children in Years 1 - 4 are expected to line up in their classroom before being dismissed for break or 
lunch time. Year 6 and Year 5 line up in the hall.  

• Classes are led out to the playground by the class teacher to ensure they walk down the stairs / 
corridors in a calm and sensible manner. (Support staff should be on duty) 

 
Dining Hall 
In the dining hall children will be encouraged to: 

• Walk and not run, at all times.  

• Use the one-way system to avoid unnecessary collisions 

• Talk quietly.  

• Use good manners e.g. say please and thank you.  

• Help younger children.  

• Take opportunities to sit with different children.  

• Try new samples of fresh food provided at their tables.  

• Pick up and dispose of anything they may drop on the floor where possible.  

• Use the compost for their compostable waste when clearing their plates independently.  
 
 
 



 

End of Playtime and Lunch Time 

• At lunch children can receive raffle tickets for demonstrating and modelling the golden rules from 
SMSAs and staff who are on duty. Raffle tickets will be placed in a Golden Box, one in each 
playground, with awards handed out by SMSAs at the end of lunchtime. 

• On a Friday a member of the SMSA team draws out raffle tickets for 10 winners for lunchtime awards.    

• A bell is rung 5 minutes before the end of play / lunch to allow time for toilets and drinking.  

• Playground monitors will collect play equipment and put it away. (During lunchtimes SMSAs will 
support the prefects with this role) 

• All staff can look to give a STAR reward to a whole class demonstrating sensible and efficient lining up. 
This could be a select group of classes or no classes in that playtime.  

• When all children are standing quietly they will be led inside one class at a time. 

• School Council members will be holding doors open at the top of the stairs. 

• Classes line up outside their classrooms and stand quietly before being asked to go and sit down in 
their places.  

 
End of the Day  

• Children in Years 1 - 4 are expected to line up in their classroom before being dismissed. Year 6 and 
Year 5 line up in the hall.  

• Classes are led out to the playground by the class teacher to ensure they walk down the stairs / 
corridors in a calm and sensible manner.  

• Children only allowed to go home once they are standing in line. This includes older children who go 
home alone.  

 
Pastoral Support Systems 
We have a Pastoral Team who provide support for children with emotional and friendship difficulties; unmet 
needs which may result in challenging behavior and children’s overall mental health and wellbeing.  

On the team we have: 

• Pastoral Manager who is also the Deputy DSL and Emotional Well-Being Co-ordinator. 

• Learning Mentor   

• Learning Mentor/TA 

• Black Community Lead (0.6 FTE) 

• Rainbow Therapy Service which provides arts-based therapy  
 
Any child who is a target of abuse or poor behavior by others is provided with additional support from our 
Pastoral Team or other members of staff where appropriate: This may include: 
 

• Regular mentoring sessions 

• Checking in with a member of staff 

• Meeting with parents  

They also understand that children may communicate underlying unmet needs through their behaviour and 
will work with the child, home and school staff to identify strategies and interventions to remove barriers to 
learning and allow children to thrive.  

Pastoral Support Plans  
We develop Pastoral Support Plans for Children who are experiencing difficulties with their emotional well-
being. These plans are designed to support and promote positive self-regulation of emotions which will help 
the child maximise their learning potential. The plan is designed together with the child and the Inclusion / 
Pastoral Managers / Class Teacher, so that there is mutual understanding about any ‘individualised’ sanctions 
or agreements that are put into place. The Class Teacher will also then arrange a time to discuss the plan with 
parents, so that both home and school are working in partnership.  
 
Haringey Learning Partnership 
Haringey Learning Partnership provide outreach support to schools. Where children’s behaviour is particularly 
challenging and the normal strategies and rewards / sanctions are not having the desired impact then a 



referral to Haringey Learning Partnership may be made. If successful additional support is provided for both 
staff and children. This may include: 
 

• Regular visits from an Outreach Services Teacher to support both child and staff 

• Parental support from the Outreach Services Teacher 

• Fixed term placements at the Nurture Hub 
 
Professional Development 

• New staff receive training, from the Pastoral Manager, on the schools ‘attachment aware’ approach. 

• Where children are particularly challenging referrals are made to Haringey Learning Partnership who 
provide additional support and professional development.   

 
SEN Code of Practice  
Children with serious or repeated behaviour difficulties may need to have an individual behaviour plan in 
accordance with the special Needs Code of Practice. We may ask for an assessment from our Educational 
Psychologist or, with agreement from parents or carers, refer to CAMHS (Child and adolescent Mental Health 
Service) through our school nurse. (See school SEN Information Report/SEN policy)  
Intervention form the LA/Outside agencies. This may include:  
 

• Outreach support  

• Observing pupils and advising on new strategies  

• Supporting I.E.P writing.  

• SEN referral  

• Pastoral Support Plan  

• Support for groups of pupils who may need extra emotional literacy work.  

• Advice on classroom management and organisation and support to develop expertise of 
individual class teachers  

• Support for Teaching Assistants on managing behaviour  

• Delivering training on relational approaches to managing behaviour and developing expertise in 
attachment aware, trauma informed practice. 

• TEAM-TEACH  

• Early Help Assessment  
  

Additional Strategies to Support Inclusion 
At Campsbourne we recognise our legal duties under the Equality Act 2010, and those in respect of 
safeguarding and supporting pupils with special educational needs. It is important that within our school 
community both adults and children value their own as well as others individuality, to ensure, our continuing 
efforts at being fully inclusive. We understand that some children may need a more sensitive and 
differentiated approach with additional support for their behaviour and readily work with them, their 
parents/carers and outside agencies to support these pupils. Where necessary the Inclusion and Pastoral 
Managers will ensure that individual behaviour support plans are in place and that all staff are aware of an 
individual’s specific needs.  
 
Serious Breaches of the Behaviour Policy including Child on Child Abuse 
It is not possible to list all behavior which might be considered to be serious breaches of the behaviour policy 
but they do include: 

• Repeated breaches of the school rules 

• Bullying is defined as “hurtful or unkind behaviour which is deliberate and repeated. Bullying can be 
carried out by an individual or a group of people towards an individual or group. The STOP acronym can 
be applied to define bullying – Several Times On Purpose.” Please refer to Appendix C for the Anti 
Bullying Policy. 

• Sexual harassment means unwanted conduct of a sexual nature – such as sexual comments, sexual 
jokes or taunting, physical behaviour like interfering with clothes, or online harassment such as sexting. 

• Vandalism 

• Theft 

• Fighting includes punching, kicking shaking, biting, pushing, hair pulling or otherwise causing physical 
harm to others.  



• Physical aggression includes behaviors where the perpetrator is intimidating others with possible acts 
of physical violence e.g. threatening to hit someone. 

• Racist, sexist, homophobic or discriminatory behavior includes name calling, racist/homophobic jokes 
or comments about someone’s race, gender identity or orientation.  

• Possession of any prohibited items. These are: 
o Knives or weapons 
o Alcohol 
o Illegal drugs 
o Stolen items 
o Tobacco and cigarette papers 
o Fireworks 
o Pornographic images 
o Any article a staff member reasonably suspects has been, or is likely to be, used to commit an 

offence, or to cause personal injury to, or damage to the property of, any person (including the 
pupil) 

 

Searching Children  
The school reserves its legal right to search children for the following items as set out in, “Searching, screening 
and confiscation Advice for headteachers, school staff and governing bodies” February 2014.  
    
Headteachers and staff authorised by them have a statutory power to search pupils or their possessions, 
without consent, where they have reasonable grounds for suspecting that the pupil may have a prohibited 
item. Prohibited items are:   

• Knives or Weapons   

• Alcohol   

• Illegal Drugs   

• Stolen items   

• Tobacco and cigarette papers                                               

• The ability to give consent may be influenced by the child’s age or other factors  

• Fireworks  

• Pornographic Images   

• Any article that the member of staff reasonably suspects has been, or is likely to be, used to commit 
an offence, or   

• To cause personal injury to, or damage to the property of, any person (including the pupil). 
 
When searching pupils, the school follows the guidance in “Searching, screening and confiscation Advice for 
headteachers, school staff and governing bodies” January 2018. 
 
Children who refuse a request to search for a banned item are subject to the same disciplinary procedures 

which would be administered if they failed to follow an instruction.  

Mobile Phones / Smart Watches  

• Children are not allowed mobile phones / smart watches in their bags on their person during the 
school day. 

• All phones must have a label with the child’s name and be handed in to the school office at the start 
of the school day.  

• Any phone without a label will be given to a member of SLT.  
 
Procedures for Serious Breaches of the Behaviour Policy 

• All incidents which may be considered to be serious breaches should be referred to a member of SLT 
who will investigate further. 

• Where a serious breach is considered to have taken place all parents will be contacted.  

• Appropriate sanctions will be put in place and support for all parties involved will be offered and put 
in place where it is felt necessary and / or requested.  

 
Use of Physical Restraint  
Please refer to school’s Positive Handling Policy 
 



Removal from Classrooms 
Children may be removed from the classroom for serious breaches of the Behaviour Policy. This may be for a 
one-off incident or for repeatedly disruptive behaviour. Children are only removed from the classrooms for the 
following reasons and once all in class strategies have been attempted:  
 

• To maintain the safety of all pupils and to restore stability following an unreasonably high level of 
disruption;  

• To enable disruptive pupils to be taken to a place where education can be continued in a managed 
environment; and  

• To allow the pupil to regain calm in a safe space 
 
 
Fixed Term Exclusions  
Children may be excluded from school for serious standalone breeches of the school behaviour policy or for 
persistent low-level breeches. When taking the decision to exclude a child, members of the SLT follow the 
guidance from Haringey LA (See Appendix B) which includes a reintegration meeting during which expectations 
are made clear and strategies to support the child are agreed.  
 
Permanent Exclusions 
If a child has had a series of fixed term exclusions and is at risk of a permanent exclusion, we will hold a multi-
agency meeting to formulate a plan of support to prevent this from happening. A part-time timetable may 
need to be put into place to ensure that the child’s needs are being met safely in school.  
 
In exceptional circumstances a child will be excluded in accordance with LA guidelines (See Appendix B).  
 
Managed Moves 

A managed move is used to initiate a process which leads to the transfer of a child to another mainstream 

school permanently. Managed moves should only occur when it is in the child’s best interests. 

Reporting Behaviour and Monitoring Impact:  
It is the all the staff’s responsibility to report incidents that warrant reflection time.  
It is the responsibility of the Pastoral Manager who is a deputy designated safeguarding lead, to assign a 
behavior category to the concerns.  
The monitoring of reflection times takes place every term and looks at trends and how unconscious bias may 

be affecting our decision making and its impact on children with one of the following six protected 

characteristics we have identified as being relevant to children, as well as their ethnicity and SEND. 

These are:   

• age 

• disability 

• gender reassignment 

• race 

• religion or belief 

• sex 

• sexual orientation  
 

The head teacher provides governors a detailed summary, both of actions taken and subsequent impact in a 

Termly report to governors.  

Unconscious biases are social stereotypes about certain groups of people that individuals form outside their 
own conscious awareness. 
 
Disciplining Beyond the School Gate  
In line with DfE advice the school reserves the right to discipline children for misbehaviour where they are: 

• Taking part in any school-organised or school-related activity 

• Travelling to or from school 

• Wearing school uniform 

• In some other way identifiable as a pupil at the school 



• Even if none of the above conditions apply, pupils can be disciplined for misbehaviour at any time 
that: 

• Could have repercussions for the orderly running of the school 

• Poses a threat to another pupil or member of the public 

• Could adversely affect the reputation of the school 

• In all cases the teacher may only discipline the pupil on school premises or elsewhere when the 
pupil is under the lawful control of the staff member 

 
Working with Local Agencies 
The school works with a number of local agencies to support, children, their parents and staff with managing 
challenging behavior. These agencies include Tri Borough Alternative Provision (Alternative 
Provision/Outreach), CAMHS, Early Help (Family Support), EWO, Educational Psychology Service, Speech and 
Language Team, Autism Team and The Anchor Project. 
 
Allegations against Staff 
Please refer to the school’s Allegations against Staff Policy.  
 
Internet Safety 
Behaviour incidents which occur during school hours using technology will be dealt with as would any other 
behavioral incident. Where incidents, which have occurred outside of school hours, are brought to the school’s 
attention then parents will be notified and education activities will be planned. 
 
Procedures for ensuring involvement of all members of the school community include:  

• Regular review of the behaviour policy; 

• Discussion on behavioural issues at senior leadership meetings and staff meetings; 

• A planned programme of professional development for teachers, classroom assistants, midday 
supervisors and administrative staff;  

• SLT to support all staff in dealing with behavioural concerns; 

• Systems for informing governors of behavioral issues, according to agreed guidelines;  

• Appropriate governor training. 
 
Procedures for ensuring involvement of our parent community include:  

• Meetings for new parents/carers including discussion of school policies;  

• Accessibility   of   staff   to   parents/carers at appropriate   times (see   school prospectus);  

• Family learning sessions and workshops to support parents with children’s learning;  

• Curriculum meetings to explain work expectations and programmes of study; 

• Good communication channels including regular newsletters and sufficient notice of meetings for 
working parents; 

• Parent-Teacher consultations;  

• Parent governor involvement;  

• Individual meetings with parents to discuss children’s behaviour when appropriate;  

• Home/School books for monitoring of homework/reading/or to improve behaviour;  

• Welcoming parental help in classes and on school trips;  

• Development / evaluation of Home/School Agreement.  
  
Procedures for providing children with opportunities to discuss appropriate behaviour include:  
  

• Regular carpet and ‘Circle time’ sessions;  

• Assemblies that promote respect for other cultures, religions and lifestyles;  

• Programmes of work within PSHE;  

• A set of class rules, rewards and sanctions agreed by the teacher and children of each class;  

• A set of playground rules, rewards and sanctions, agreed and regularly reviewed by the staff and 
children;  

• Discussions with pupils who break the rules, involving restorative discussions about alternative 
behaviour with child and parents;  

• Victims of hurtful behaviour should be given opportunities to raise their self - esteem and to 
learn strategies to deal with similar situations in the future;  

• Training in peer mediation for older children;  



• School Council of pupil and staff representatives. The School Council are responsible for the 
‘Respect for All’ policy and a statement on bullying and strategies a child should follow if they are 
being bullied. This statement is on display around the school and in each classroom. 

  



Appendix A (Reflection Slip) 

 

 

White Behaviour Slip 
(Summer 2022) 

 
Child’s Name: ………………………………………………… Class: …………………………….………………………… 

 

 

Adults Name: ………………………………………………… Date: ………………………………….………………..…. 

 

 

Time of Day 

 

On Route to School  □ 

Before School   □ 

Morning Lessons   □ 

Morning Break   □ 

Eating Lunch   □ 

Lunch Play   □ 

Afternoon Lessons  □ 

Afternoon Break   □ 

After School    □ 

On Way Home   □  

 

Location of Incident  

 

Playground   □ 

Dining Hall   □ 

Classroom   □ 

Lunch Line   □ 

Toilets    □ 

School Hall / Corridors  □ 

Swimming Pool   □ 

 

Please tick one or more of the following behaviours: 

 

Bullying    □ 

Cyber Bullying   □ 

Damage to Property   □ 

Disruptive Behaviour (In class) □ 

Disruptive Behaviour   □ 

(Outside class) 

Physical aggression towards peers □ 

 

 

 

 

Physical aggression towards staff □ 

Racism     □ 

Refusal to follow instructions □ 

Relationships / Friendships □ 

Swearing    □ 

Verbal Abuse (Homophobic) □ 

Sexualised Behaviour   □ 

Other (Please describe)       □ 

Other Notes 
 
 

Sanction 
 
 
 

Who was impacted by this behavior and what was the impact? 
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Staff Members Name: …………………………………………………………………………………………………………… 
 

Child’s Reflection 
 
Why am I having a ‘time out’? 
 
 
 
 
 
 
 
 
 
 
 
Who was impacted by my behavior and what was the impact? 
 
 
 
 
 
 
 
 
 
 
What could I have done instead? 
 
 
 
 
 

 
 
 
Child’s Name: ………………………………………………………………………………………………………………………… 
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Appendix B – Anti Bullying Policy 

Aims and Purpose of the Policy 

At our school the safety, welfare and well-being of all pupils and staff is a key priority. Bullying of any kind is 

unacceptable and will not be tolerated at our school. We take all incidences of bullying seriously and it is our 

duty as a whole school community to take measures to prevent and tackle any bullying, harassment or 

discrimination. We actively promote values of respect and equality and work to ensure that difference and 

diversity is celebrated across the whole school community. We want to enable our pupils to become 

responsible citizens and to prepare them for life in modern Britain. These values reflect those that will be 

expected of our pupils by society, when they enter secondary school and beyond in the world of work or further 

study. We are committed to improving our school’s approach to tackling bullying and regularly monitor, review 

and assess the impact of our preventative measures. 

 

Associated policies 

The following policies provide guidance on matters which may relate to bullying and should be read in 

conjunction with this policy. 

 

• Child on Child Abuse Policy  

• On Line Safety Policy 

• Safeguarding and Child Protection Policy 

• Complaints Policy 

 

Definition of bullying 

As bullying in itself is not a criminal offence, there is no legal definition, however it is important to bear in mind 

that some types of harassing or threatening behaviour or communications could be a criminal offence, for 

example under the Protection from Harassment Act 1997, the Malicious Communications Act 1988, the 

Communications Act 2003 and the Public Order Act 1986. 

 

Bullying is hurtful or unkind behaviour which is deliberate and repeated. Bullying can be carried out by an 

individual or a group of people towards an individual or group. The STOP acronym can be applied to define 

bullying – Several Times On Purpose. 

 

The nature of bullying can be: 

Racial – Racial taunts, graffiti, gestures 

Sexual – Explicit sexual remarks, display of sexual material, sexual gestures, unwanted physical 

attention or inappropriate touching 

Physical – such as hitting or physically intimidating someone, or using inappropriate or unwanted 

physical contact towards someone 

Attacking property – such as damaging, stealing or hiding someone’s possessions  
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Verbal – such as name calling, spreading rumours about someone, using derogatory or offensive 

language or threatening someone 

Psychological – such as deliberately excluding or ignoring people 

Cyber – such as using text, email or other social media to write or say hurtful things about someone 

 

Bullying can be based on any of the following things: 

Race (racist bullying) 

Religion or belief 

Culture or class 

Gender (sexist bullying) 

Sexual orientation (homophobic or biphobic bullying) 

Gender identity (transphobic bullying) 

Special Educational Needs (SEN) or disability 

Appearance or health conditions 

Related to home or other personal situation 

 

Bullying outside of school 

Bullying can take place on the way to and from school, before or after school hours, at the weekends or during 

the holidays, or in the wider community. The nature of cyber bullying in particular means that it can impact on 

pupils’ well-being beyond the school day. Staff, parents and carers, and pupils must be vigilant to bullying 

outside of school and report and respond according to their responsibilities as outlined in this policy. Bullying 

is unacceptable and will not be tolerated, whether it takes place inside or outside of school. Actions will be 

taken in line with the School’s Behaviour Policy should bullying occur outside of school.  

 

Derogatory language 

Derogatory or offensive language is not acceptable and will not be tolerated regardless of whether it’s casual 

use, a one-off incident or repeated. This type of language can take any of the forms of bullying listed in our 

definition of bullying. It will be challenged by staff and recorded and monitored on My Concern and follow up 

actions and sanctions, if appropriate, will be taken for pupils and staff found using any such language.  

 

Prejudice-based incidents 

A prejudice-based incident is a one-off incident of unkind or hurtful behaviour that is motivated by a 

prejudice or negative attitudes, beliefs or views towards a protected characteristic or minority group. It can 

be targeted towards an individual or group of people and have a significant impact on those targeted. All 

prejudiced-based incidents are reported directly to the head teacher and parents are contacted. Incidents are 

recorded and monitored in school, with the head teacher regularly reporting incidents to the governing body. 

This not only ensures that all incidents are dealt with accordingly, but also helps to prevent bullying as it 

enables targeted anti-bullying interventions. 
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Child on Child Abuse 

Child-on-child abuse is most likely to include, but may not be limited to: 

• Bullying (including cyberbullying, prejudice-based and discriminatory bullying) 

• Physical abuse such as hitting, kicking, shaking, biting, hair pulling or otherwise causing physical 

harm (this may include an online element, which facilitates, threatens and/or encourages physical 

abuse) 

• Abuse in intimate relationships between peers 

• Sexual violence and sexual harassment 

• Causing someone to engage in sexual activity without consent 

• Upskirting, which typically involves taking a picture under a person’s clothing without their 

permission, to obtain sexual gratification or cause the victim humiliation, distress or alarm   

• Consensual and non-consensual sharing of nude and semi-nude images and/or videos (also known as 

sexting or youth produced sexual imagery) 

• Initiation/hazing type violence and rituals, which could include activities involving harassment, abuse 

or humiliation used as a way of initiating a person into a group, and may also include an online 

element 

 

At Campsbourne School we do not tolerate any sexual violence or sexual harassment and do not accept that 

it is an inevitable part of growing up. We do not tolerate or dismiss sexual violence or sexual harassment as 

‘banter’, ‘part of growing up’, ‘just having a laugh’ or ‘boys being boys’. 

 

Reporting bullying 

PUPILS WHO ARE BEING BULLIED: If a pupil is being bullied they are encouraged to not retaliate but to tell 

someone they trust about it such as a friend, family member or trusted adult. They can: 

• Report to an adult – their class teacher, any other adult working in their class, a lunchtime supervisor 

or a member of the Pastoral Team such as Wendy Fitt or Helen Lynch. All classrooms have Bubble 

Boxes where children can post any concerns to their teacher to be dealt with in confidence and 

there is an online form which can be accessed out of school hours to inform the school of their 

concerns.  

• Tell a playground buddy or anti-bullying ambassador who in turn can help them tell an adult. 

• Tell an adult at home 

• Call ChildLine to speak with someone in confidence on 0800 1111 

 

Reporting – Roles and Responsibilities 

The following staff member is the anti-bullying lead: Wendy Fitt, Pastoral Manager. 

 

STAFF: All school staff, both teaching and non-teaching have a duty to report bullying, to be vigilant to the signs 

of bullying and to play an active role in the school’s measures to prevent bullying. If staff are aware of bullying, 
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they should reassure the pupil/s involved and inform the class teacher and a member of SLT. In all cases, known 

or suspected, parents will be contacted by a member of SLT.   

 

SENIOR STAFF: The Senior Leadership Team have overall responsibility for ensuring that the anti-bullying policy 

is followed by all members of staff and that the school upholds its duty to promote the safety and well-being 

of all young people. In addition to the designated anti-bullying lead, the head teacher is the Senior Leader 

responsible for anti-bullying. 

 

PARENTS AND CARERS: The Anti-bullying Alliance have a very detailed advice area for parents on their web-

site. Parents and carers should look out for potential signs of bullying such as distress, lack of concentration, 

feigning illness or other unusual behaviour. Parents and carers should encourage their child not to retaliate and 

support and encourage them to report the bullying. Parents and carers can report an incident of bullying by 

firstly making an appointment to speak with your child’s teacher. This should be done either directly with your 

teacher or through the school office. It is best to avoid discussions in the playground at the beginning or end of 

the day. If after a few more days you do not think the issue has been resolved, make another appointment with 

your class teacher and request that either the Pastoral Manager, Head Teacher or Deputy be present as well. 

 

PUPILS: Pupils should not take part in any kind of bullying and should watch out for signs of bullying among 

their peers. They should never be bystanders to incidents of bullying, but should offer support to the target 

and, if possible, help them to tell a trusted adult. 

 

Responding to bullying 

When bullying has been reported, the following actions will be taken: 

• Staff will inform parents or carers of the allegations being made and the measures the school is putting in 

place. 

• Staff will record the bullying on an incident reporting form and centrally on My Concern (school 

database). 

• Designated school staff will monitor incident reporting forms and information recorded on My Concern 

analysing and evaluating the results. 

• Designated school staff will produce termly reports summarising the information, which the head 

teacher will report to the governing body. 

• Staff will offer support to the target of the bullying. Individual meetings will be held to ensure they are 

made to feel safe and reassured that the bullying is not their fault. Ways forward may make use of the 

Pastoral Team, and peer support through the Playground Buddies and Anti-Bullying Ambassadors. 

Regular check-ins will happen to monitor the situation.  

• A Restorative Justice approach provides support to targets of bullying and those who show bullying 

behaviour. This approach has been found to be effective in preventing re-occurrences of bullying. 

• Staff will pro-actively respond to the bully, being mindful that they may require support as well as 

sanctions. Sanctions could include internal exclusions from classroom or playground, increased adult 
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supervision and if the behaviour does not cease on warning, the imposition of a fixed term exclusion can 

be applied. 

• Staff will assess whether any other authorities (such as police or the local authority) need to be involved, 

particularly when actions take place outside of school. 

 

School initiatives to prevent and tackle bullying 

We use a range of measures to prevent and tackle bullying including: 

• All behaviour incidents which receive a ‘white slip’ are recorded on to My Concerns so that incidents can 

be monitored and tracked over time. See Behaviour Policy for more details) 

• A child-friendly anti-bullying policy on display around the school ensures all pupils understand and 

uphold the anti-bullying policy. 

• The PSHE programme of study includes opportunities for pupils to understand about different types of 

bullying and what they can do to respond and prevent bullying. The regular use of Circle Time also 

enables pupils to discuss issues and raise self-awareness on how their behaviour may affect others. 

• School assemblies help raise pupils’ awareness of bullying and derogatory language. 

• Difference and diversity are celebrated across the school through Feel Brave programme, PSHE work, 

displays, books and images. The whole school participates in events including Anti-Bullying Week, Black 

History Month and Diversity Week.  

• The British Values of equality, respect and tolerance are embedded across the curriculum to ensure that 

it is as inclusive as possible. 

• Stereotypes are challenged by staff and pupils across the school. 

• Pupil-led programmes such as Playground buddies and Anti-Bullying Ambassadors offer support to all 

pupils, including those who may have been the target of bullying. 

• Regular and impactive PSHE workshops such as “Protect Our Women Project in Year 6”, “Power of One 

anti-bullying assemblies”. 

• Partnership working with outside agencies such as Stonewall Champions, The Anchor Project, Kidscape 

and the Anti-bullying Alliance’s programme All Together which awarded us Gold Status in 2020. 

Training 

The head teacher is responsible for ensuring that all school staff, both teaching and non-teaching receive 

regular training on all aspects of the anti-bullying policy. Currently this is being undertaken through the Anti-

bullying Alliance online training modules and the Stonewall Champions programme. 

 

Monitoring and reviewing 

The head teacher is responsible for reporting to the governing body (and the local authority where 

applicable) on how the policy is being enforced and upheld, via the termly report. The governors are in turn 

responsible for monitoring the effectiveness of the policy via the termly report and by  

in-school monitoring such as learning walks and focus groups with pupils. 
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Dear Parent/Carer, 

 

As you are aware, our school takes the well-being of all pupils very seriously. I am pleased, therefore, to inform 

you of Campsbourne’s up-dated anti-bullying policy which also reflects our current status as “Stonewall 

Champions.”  

 

Our school is a place where every person has the right to be themselves, to be included, to be listened to and 

to learn in a safe and happy environment. Everyone at our school is equal and treats each other with respect 

and kindness.  

 

Bullying of any nature or form is unacceptable and will not be tolerated at our school. We take all incidences 

of bullying seriously and it is our duty as a whole school community to take measures to prevent and tackle any 

bullying, harassment or discrimination. The safety, welfare and well-being of all pupils and staff is a key priority. 

We actively promote values of respect and equality and work to ensure difference and diversity is celebrated 

across the whole school community. These values reflect those that will be expected of our pupils by society, 

when they enter secondary school and beyond in the world of work or further study. We are committed to 

improving our school’s approach to tackling bullying by regularly monitoring, reviewing and assessing the 

impact of our preventative measures. 

 

Summary of anti-bullying policy: 

• Bullying is hurtful or unkind behaviour which is deliberate and repeated. Bullying can be done by one 

person or by a group of people towards another person or a group of people, where the bully or bullies 

hold more power than those being bullied. 

• Bullying can be physical, verbal, psychological, cyber (online or via text) or involve damaging or stealing 

of property 

• Bullying can be based on someone’s race or ethnicity (racist bullying), religion or belief, culture or family 

background, gender (sexism), sexual orientation (homophobic or biphobic bullying), gender identity 

(transphobic bullying), special educational needs or disability, appearance or health condition, home or 

personal situation. 

• Derogatory or offensive language of any kind including casual use will not be tolerated. 

• All bullying and any prejudice-based incidents will be recorded in school and followed up by a member of 

staff who will offer support to those involved. 

• If you think your child is experiencing bullying you are advised to initially make an appointment with your 

class teacher to discuss it. 

• Your child can also report bullying within the school to any member of staff or through the class Bubble 

Box system or to one of the Anti-Bullying Ambassadors either in person or through one of their boxes. 

• The full anti-bullying policy is available on the Campsbourne website.  

 

If you have any questions about this policy, please contact Wendy Fitt, Pastoral Manager.  
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Yours sincerely, 

Jonathan Smith 

Head Teacher  

 
www.campsbourne.haringey.sch.uk 
 
www.stonewall.org.uk 
 
www.anti-bullyingalliance.org.uk 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

http://www.campsbourne.haringey.sch.uk/
http://www.stonewall.org.uk/
http://www.anti-bullyingalliance.org.uk/
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Child Friendly Anti Bullying Policy 

Our school is a place where every person has the right to be themselves, to be included, to be listened to and 

to learn in a safe and happy environment. Everyone at our school is equal and is expected to treat each other 

with respect and kindness. We want our school to be a bully-free place. 

 

What is bullying? 

Bullying is when a person is hurtful or unkind to someone else, on purpose and more than once. Bullying can 

be done by one person or by a group of people and can be towards one person or a group of people. A useful 

way to remember bullying is 

 

SEVERAL  

TIMES  

ON  

PURPOSE 

 

Bullying can be: 

• Hitting or saying you are going to hit someone 

• Touching someone when they don’t want you to 

• Calling someone names, teasing, using rude language or saying nasty things about someone to them or 

to other people 

• Stealing or damaging someone else’s belongings 

• Ignoring someone on purpose or leaving them out 

• Sending hurtful or unkind texts, emails or online messages to someone or about someone 

 

Bullying can be about: 

• Race or ethnicity (racist bullying) 

• Religion or belief 

• Family and culture 

• Sexist bullying, which is bullying someone because of their gender, for example, because they are a boy 

or a girl, or saying they are acting ‘like a boy’ or ‘like a girl’ 

• Homophobic or biphobic bullying. This is saying unkind or nasty things because someone is lesbian, gay 

or bisexual, or because you think they are, or because they have two mums or two dads. It is also calling 

someone lesbian, gay or bisexual on purpose to be unkind or nasty to them, for example ‘you’re so gay!’ 

• Transphobic bullying. This is saying unkind things because someone is trans, or because you think they 

are trans, or being nasty about trans people (someone who feels the gender they are given as a baby 

doesn’t match the gender that they feel themselves to be). 

• Special educational needs or disability 

• What someone looks like 
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• Where someone lives 

 

If someone is being hurtful or unkind to you Several Times On Purpose, for whatever reason, whether it is 

about you or your family or friends; that is bullying. 

No one should be picked on for being different in any way, for how they act, what they look like or who their 

family are. 

 

Why does bullying happen? 

Although bullying doesn't happen very much at this school it might happen. 

Bullies can be older or younger than you, bigger or smaller than you. Bullies pick 

on people who may be different in some way and try to make them feel worse about themselves. 

 If you are being bullied remember that it is never your fault. 

 

Where does bullying happen? 

Bullying can happen at school, after school and online 

 

What should I do if I think someone is being bullied? 

Talk to the person and ask if they’re ok and try to find out if they are being bullied. 

If they are, ask if you can help them talk to a teacher or an adult they trust. 

 

What should I do if I’m being bullied? 

If you are being bullied it is important to tell someone you trust. Tell an adult or friends, either at school or at 

home. If you tell a teacher or an adult at school they will be able to help you. Telling an adult will never make 

the bullying worse. They will talk to you and the bully to find ways to stop the bullying. If you have already 

told an adult about bullying you can still tell them again. You can: 

• Tell your class teacher by using the Bubble Box in class 

• Tell any other adult staff in school  

• Tell your School Councillor, a playground buddy or anti-bullying ambassador (you can put a note in one 

of their boxes) 

• Tell an adult at home 

• You can also call ChildLine at any time for free on 0800 1111. They will not tell anyone else about what 

you have said. 
 
  



September 2022 

26 
 

Appendix C - Exclusion & Suspensions Handbook 
 

The following information is supplementary to guidance issued by the DfE in ‘Suspension and Permanent 

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

movement. Guidance for maintained schools, academies and pupil referral units in England, (effective from 

September 1st, 2022). The document ‘Is a suspension necessary?’ is intended to encourage a reduction of 

school suspensions. 

1. Is a Suspension necessary?      p. 2- 5 

2. Form X – Notification to Local Authority for all suspensions  p. 6-7 

     (if more than 5 days duration – this must form must be sent to the LA on the same or following day) 

3.  Model Letter 1 - From head teacher (or teacher in charge  p. 8-9 

of a PRU) notifying parent(s) of a suspension of 5 school days or fewer in one term, and where a 

public examination is not missed 

4. Model Letter 2 - From head teacher (or teacher in charge    p. 10-11 

of a PRU) notifying parent(s) of a suspension of more than 5 school days and up to and including 15 

school days in total in a term 

5.  Model Letter 3 - From head teacher (or teacher in charge    p. 12-13 

      of a PRU) notifying parent(s) of a suspension of than 15 school days in total in one term 

6. Model letter 4  - From the head teacher (or teacher in charge  p. 14-15 
of a PRU) notifying parent(s) of a permanent exclusion. 

6. Model Letter 5 - From clerk to the governing body to    p. 16-17 

     Parent(s) upholding a permanent exclusion  

7.  Day 6 Provision - Statutory duty to ensure that children who are    p.18 

excluded receive provision from the sixth day of their suspension and Children and Young People 

Services Contacts. 
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Is a suspension necessary? 

Questions schools should ask before implementing a suspension or permanent exclusion 

HAVE ALL THE FACTS ABOUT THE INCIDENT BEEN ESTABLISHED? 

QUESTION ANSWER (elaborate / or evidence) 

1. What opportunity was provided for the pupil to 
make a statement or give his/her version of 
events? 

 

2. Was the incident thoroughly investigated and 
do you have enough evidence to make a 
decision about the incident? 

 

 

REMEMBER – The more serious the allegation and thus the possible sanction, the more convincing the 

evidence substantiating the allegation needs to be. 

WAS THE PUPIL RESPONSIBLE FOR THE BEHAVIOUR WHICH LED TO THE SUSPENSION? 

QUESTION ANSWER (elaborate / or evidence) 

1. Could the pupil be identified as the perpetrator 
or of being involved in the incident? 

 

2. What is the degree, if any, of the involvement 
of other pupils? 

 

3. Are you confident that the pupil understood the 
significance of their actions? 

 

4. Did the pupil understand that their actions 
might lead to suspension? 

 

 

REMEMBER – The standard of proof to be applied is the ‘balance of probabilities’ i.e. is it more probable 

than not that the pupil did what he/she is alleged to have done. 
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ARE THERE ANY MITIGATING FACTORS? 

 

QUESTION ANSWER (elaborate / or evidence) 

1. Is the pupil in a group at particular risk? 

• SEN 

• Families under stress 

• ‘Looked After 
Children’ 

• Emotional and 
Behavioural 
difficulties 

• Boys from ethnic 
minorities 

• Young Carers 

• Pupils in transition 

 

2. Is the pupil on the Special Educational Needs 
register? If so, at what stage? 

 

3. Does the pupil have a disability?  
 

By excluding is the school treating the pupil less 

favourably? 

Have reasonable adjustments been made? 

 

4. Are there any personal social circumstances which 
may have had an impact on the pupil’s behaviour? If 
so, what are they? 

 

5. Was the pupil’s behaviour in response to any 
provocation for example bullying, or by racial or 
sexual harassment? 

 

6. Was the action unintentional? 
 

7. Was there a victim and how severely affected are 
they? 

 

8. What effect, if any, will suspension have on the 
pupil’s opportunity to take examinations? 

 

9. Has consideration been given to the likely impact of 
suspension on the pupil, given their age, health 
and/or vulnerability? 
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HAS THE SCHOOL TRIED A RANGE OF ALTERNATIVE STRATEGIES? 

QUESTION ANSWER (elaborate / or evidence) 

In School Support   

1. Is there a Pastoral Support Plan or Individual 
Education Plan? If so, how long has it been in 
place? 

 

2. Have the parents and pupil been involved in the 
setting and monitoring of targets? 

 

3. Does the pupil receive any additional support, 
i.e. TA, Learning Mentor, Key worker etc? 

 

4. Has the pupil received support from the 
Learning Support Unit? 

 

5. Is there a reward/sanction system in place?  
 

6. Has the school considered creating ‘space/time 
out’ for the pupil? 

 

7. Has the school considered a change of tutor 
group / peer group? 

 

8. Has a multi-agency meeting been held ? 
 

9. Has an alternative curriculum or differentiated 
timetable been considered? 

 

10. Has a risk assessment been undertaken? 
 

11. Does the pupil have an Individual Handling 
Policy? 

 

12. Has the school made referrals to or sought 
advice of specific support services? 

 

13. Has the school considered requesting a formal 
statutory assessment of Special Educational 
Needs? 

 

14. If there is no evidence or little evidence of 
parental support, has the school considered a 
parenting contract? 

 

 

REMEMBER –The school should question the impact of excluding if the student has had more than one 

suspension. 
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WAS SUSPENSION OR PERMANENT EXCLUSION A REASONABLE RESPONSE? 

QUESTION ANSWER (elaborate / or evidence) 

1. Does the pupil present a significant risk to the 
health and safety and/or education of other 
pupils or staff? If so, how? 

 

2. Was the pupil’s behaviour a serious breach of 
the school’s discipline policy/ code of conduct? 

 

3. Was the suspension fair in relation to the 
sanctions imposed on any other pupils 
involved? 

 

 

REMEMBER – permanent exclusion is usually the last step in a process for dealing with disciplinary offences 

following a wide range of other strategies, which have been tried without success. It is an acknowledgement 

by the school that it has exhausted all available strategies for dealing with the child and should normally be 

used as a last resort. 
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The Children and Young People’s Service 

3rd Floor, River Park House, 225 High Road, London N22 8QH 

Tel: 020 8489 0000   Fax: 020 8489 5004 

www.haringey.gov.uk 

 

London Borough of Haringey Form X 

For suspensions of more than 5 days and permanent suspensions please return this form electronically to 

marie.baker@haringey.gov.uk within 24 hours. For all other suspensions, please send electronically as soon as 

possible, but before the end of term at the latest.  

 

Excluding School: 

 

Name of pupil:      

 

DOB: 

 

Year Group: 

 

 

Address: 

Borough of residence: 

 

Contact telephone numbers:  

 

 

Type of Suspension:          Permanent                            Suspension               

 

Suspension Start Date: Suspension End Date:  

http://www.haringey.gov.uk/
mailto:marie.baker@haringey.gov.uk
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Number of days suspended: 

Brief description of the reason for suspension: 

 

 

No. of suspensions in total this AY: 

 

No. of days suspended in total this AY: 

 

UPN:  

 

Ethnicity: 

Name of Referrer: 

 

Date of Referral: 

Key Stage 2 and 3 results: 

 

Attendance:  

 

 

FSM:                 Yes          No  

Relevant Medical details: 

 

 

Supporting Information 

Most appropriate person to contact for  

information from excluding school: 

 

Telephone number and direct line:  
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PSP:                Yes          No    

                         (if yes please include) 

 

IEP:  Yes          No               

(if yes please include) 

 

PEP:    Yes      No (if yes 

please include)  

 

Agencies involved 

Is this pupil subject to a Child Protection Plan:    

 

                         Yes        No   

If yes, please give further details including name of key 

professional: 

Is this pupil a Child in Need:  

 

                         Yes         No  

 

Please give relevant details including name of key 

professional: 

 

 

Child in Care:  Yes        No   

 

Has child been in care in the past?  

 

                         Yes       No   

 

Name of Social Worker: 

 

 

 

Has the pupil/family been referred to the Early Help 

Team:       

 

                         Yes         No  

Name of lead professional: 

 

If yes please, attach a copy of the referral 

Special Educational Needs:   

 

                         Yes       No    

 

                SEN Support 

 

 

 

EHCP 
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If yes, please indicate stage of SEN by checking the 

appropriate box in the next section 

 

Police:              Yes       No   

 

Youth Justice Service:   Yes        No   

 

Child and Adolescent Mental Health Service: Yes        No   

Other agencies involved: 

 
The head teacher must, without delay, notify the governing body and the local authority of:  

• a permanent exclusion (including where a suspension is made permanent).  

• suspensions which would result in the pupil being excluded for more than five school days (or more than 
ten lunchtimes) in a term; and  

• suspensions which would result in the pupil missing a public examination or national curriculum test.  
For all other suspensions, the head teacher must notify the local authority and governing body once a term.  
 

Information regarding current issues, plans and key professionals involved with the pupil is central to planning 

support and reintegration back to school. 
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A COPY OF THE FOLLOWING LETTERS SHOULD BE SENT TO: 

 

Marie Baker 

Pupil Placement Officer 

Marie.baker@haringey.gov.uk 

 

Model letter 1 

From head teacher (or teacher in charge of a PRU) notifying parent of a suspension for 5 school days or fewer in 

one term, and where a public examination is not missed  

Note:  The head teacher should notify the parents immediately of the decision to exclude, ideally by telephone. The 

telephone call should be followed by a letter within one school day. 

Dear (Name of parent), 

(Name of pupil) 

Suspension from school 

I am writing to inform you of my decision to suspend (name of pupil) for a fixed period of (specify period). This 

means he/she will not be allowed in school for this period. The suspension begins on (date) and ends on (date). Your 

child should return to school on (date). 

I realise that this suspension may well be upsetting for you and your family, but my decision to suspend (child’s 

name) has not been taken lightly. (Name of pupil) has been suspended for this fixed period because (reason for 

suspension). 

(For pupils of compulsory school age) 

You have a duty to ensure that your child is not present in a public place in school hours during this suspension 

(specify dates) unless there is reasonable justification for this. I must warn you that you may receive a penalty notice 

from the local authority if your child is present in a public place during school hours on the specified dates. If so, it 

will be for you to show reasonable justification. 

We will set work for (name of pupil) to be completed on the days specified in the previous paragraph as school days 

during the period of his/her suspension when you must ensure that he/she is not present in a public place without 

reasonable justification. Please ensure that work set by the school is completed and returned to us promptly for 

marking. 

You have the right to make a written statement to the governing body/management committee. If you wish to do 

so, please contact (Clerk to governing body) on/at (contact details – address, phone number, email) as soon as 

possible. Whilst the governing body/management committee has no power to direct reinstatement, they must 

consider any representations you make and may place a copy of their findings on your child’s school record 

mailto:Marie.baker@haringey.gov.uk
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You should also be aware that if you think this suspension relates to a disability your child has, and you think disability 

discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal (Special 

Educational Needs and Disability) http://www.justice.gov.uk/tribunals/send.  Making a claim would not affect your 

right to make representations to the governing body. 

You also have the right to see a copy of (name of pupil)’s school record. Due to confidentiality restrictions, you will 

need to notify me in writing if you wish to be supplied with a copy of (name of pupil)’s school record. I will be happy 

to supply you with a copy if you request it. There may be a charge for photocopying. 

You may wish to contact Marie Baker, Pupil Placement Officer on 0208 489 3873 or at marie.baker@haringey.gov.uk 

who can provide advice. You may lodge a suspension enquiry at SchoolExclusionEnquiries@haringey.gov.uk.  

You may also find it useful to contact: 

• Special Educational Needs and Disabilities Information, Advice and Support Services Network (SENDIASS). 
They provide free and impartial information, advice and support for young people and parent/carers of 
children with special educational needs and difficulties. Information can be found on their website: 
https://markfield.org.uk/haringeys-send-information-advice-support-service or contacted on their helpline 
0208 802 2611 open Monday’s 9:30am – 1:30pm, Tuesday’s 3:30pm – 7:00pm and Thursday’s 2:30pm – 
6:00pm during term time. 

• The Coram Children’s Legal Centre. They aim to provide free legal advice and information to parents on 
state education matters. They can be contacted on 0300 330 5485 or at www.childlawadvice.org.uk. The 
advice line is open from 8am to 6pm Monday to Friday, except Bank Holidays and 24th December to 1st 
January.  

• ACE education run a limited service and can be reached on 0300 0115 142 on Monday – Wednesday from 
10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk. 

• Independent Provider of Special Education Advice (known as IPSEA www.ipsea.org.uk is a registered charity. 
It offers free and independent information and advice for children and young people with special 
educational needs. 

Statutory guidance can be accessed at: 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Sus

pension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England

__including_pupil_movement.pdf 

(Name of pupil)’s suspension ends on (date) and we expect (name of pupil) to be back in school on (date) at (time) 

Yours sincerely, 

[Name]  

Head teacher 

CC 

(Social Worker if applicable) 

(Virtual School head teacher if applicable) 

(SEND caseworker if applicable) 

http://www.justice.gov.uk/tribunals/send
mailto:marie.baker@haringey.gov.uk
mailto:SchoolExclusionEnquiries@haringey.gov.uk
https://markfield.org.uk/haringeys-send-information-advice-support-service
http://www.childlawadvice.org.uk/
http://www.ace-ed.org.uk/
http://www.ipsea.org.uk/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
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Model letter 2 

Model letter from head teacher (or teacher in charge of a PRU) notifying parent(s) of a suspension of more than 

five and up to and including 15 school days in total in one term. 

Note: - The head teacher should notify the parents immediately of the decision to exclude, ideally by telephone. The 

telephone call should be followed by a letter within one school day. Statutory guidance is that the information 

concerning off site provision should be provided by the end of the afternoon session on the day suspension is 

imposed. 

Dear (Name of parent), 

(Name of pupil) 

Suspension from school 

I am writing to inform you of my decision to suspend (name of pupil) for a fixed period of (specify period). This 

means (name of pupil) will not be allowed in school for this period. The suspension start date is (date) and the end 

date is (date). Your child should return to school on (date). 

I realise that this suspension may well be upsetting for you and your family, but my decision to suspend (child’s 

name) has not been taken lightly. (Child’s name) has been suspended for the fixed period because (specify reasons 

for suspension). 

(For pupils of compulsory school age – next three paragraphs.) 

You have a duty to ensure that your child is not present in a public place in school hours during the first five (amend 

if the offsite provision is to start earlier) days of this suspension (specify dates) unless there is reasonable 

justification for this. I must warn you that you may receive a penalty notice from the local authority if your child is 

present in a public place during school hours on the specified dates. If so, it will be for you to show reasonable 

justification. 

We will set work for (name of pupil) during the first five (amend if the off-site provision is to start earlier) school 

days of his/her suspension (detail the arrangements for this). Please ensure that work set by the school is completed 

and returned to us promptly for marking. 

From the sixth (or earlier if so arranged) school day of the pupil’s suspension (specify date) until the end of this 

suspension we will provide suitable full-time education. On (date) (pupil forename)  should attend (give name and 

address of the alternative provision if not the home school) at (specify time as start times vary between schools) 

and report to (staff member). (If applicable say something about transport arrangements from home to the 

alternative provision. If not known, say that the arrangements for suitable full-time education will be notified by 

a further letter, not later than 48 hours before the provision is to begin.) 

You have the right to request a meeting of the governing body/management committee to whom you may make 

representations, and my decision to exclude can be reviewed. As the length of this suspension is more than five 

school days in one term the governing body/management committee must meet if you request it to do so. The latest 

date by which the governing body can meet, if you request a meeting, is (specify date – no later than 50th school 

day after the date on which governing body were notified of this suspension). If you do wish to make 

representations to the governing body/management committee and wish to be accompanied by a friend or 
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representative please contact (name of clerk to governing body) on/at (contact details – address, phone number, 

email) as soon as possible. Please advise if you have a disability or special needs which would affect your ability to 

attend a meeting at the school. Also please inform (name of clerk to governing body) if it would be helpful for you 

to have an interpreter present at the meeting. 

If you believe that the suspension has occurred as a result of discrimination relating to a disability, you may make a 

claim under the Equality Act 2010 to the First Tier Tribunal (Special Educational Needs and Disability) 

http://www.justice.gov.uk/tribunals/send. Making a claim would not affect your right to make representations to 

the governing body. 

You have the right to see and have a copy of your child’s school record. Due to confidentiality restrictions, you will 

need to notify me in writing if you wish to be supplied with a copy of your child’s school record. I will be happy to 

supply you with a copy if you request it. There may be a charge for photocopying. 

The school will set work for (name of pupil) during the period of his/her suspension (give details of the 

arrangements). Please ensure that work set by the school is completed and returned to us promptly for marking. 

You may wish to contact Marie Baker, Pupil Placement Officer on 0208 489 3873 or at marie.baker@haringey.gov.uk 

who can provide advice. You may lodge a suspension enquiry at SchoolExclusionEnquiries@haringey.gov.uk.  

• Special Educational Needs and Disabilities Information, Advice and Support Services Network (SENDIASS). 
They provide free and impartial information, advice and support for young people and parent/carers of 
children with special educational needs and difficulties. Information can be found on their website: 
https://markfield.org.uk/haringeys-send-information-advice-support-service or contacted on their helpline 
0208 802 2611 open Monday’s 9:30am – 1:30pm, Tuesday’s 3:30pm – 7:00pm and Thursday’s 2:30pm – 
6:00pm during term time. 

• You may also find it useful to contact the Coram Children’s Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0300 330 5485 or 
at www.childlawadvice.org.uk. The advice line is open from 8am to 6pm Monday to Friday, except Bank 
Holidays and 24th December to 1st January.  

• ACE education run a limited service and can be reached on 0300 0115 142 on Monday – Wednesday from 
10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk. 

• Independent Provider of Special Education Advice (known as IPSEA www.ipsea.org.uk is a registered charity. 
It offers free and independent information and advice for children and young people with special 
educational needs. 

 

Statutory guidance can be accessed at: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Sus

pension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England

__including_pupil_movement.pdf 

(Name of pupil)’s suspension ends on (date) and we expect (name of pupil) to be back in school on (date) at (time). 

Yours sincerely, 

[Name]  

Head teacher 

 CC (Social Worker if applicable) / (Virtual School head teacher if applicable) / (SEND caseworker if applicable) 

http://www.justice.gov.uk/tribunals/send
mailto:marie.baker@haringey.gov.uk
mailto:SchoolExclusionEnquiries@haringey.gov.uk
https://markfield.org.uk/haringeys-send-information-advice-support-service
http://www.childlawadvice.org.uk/
http://www.ace-ed.org.uk/
http://www.ipsea.org.uk/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
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Model letter 3 

Model letter from head teacher (or teacher in charge of a PRU notifying parent of a single fixed period suspension 

of more than 15 school days in one term, or any suspension that takes the total of excluded days to over 15 days 

for one term. 

Note: - The head teacher should notify the parents immediately of the decision to exclude, ideally by telephone. The 

telephone call should be followed by a letter within one school day. Statutory guidance is that the information 

concerning off site provision should be provided by the end of the afternoon session on the day suspension is 

imposed. 

Dear (Name of parent), 

(Name of pupil) 

Fixed period suspension 

I am writing to inform you of my decision to suspend (name of pupil) for a fixed period of (specify period). This 

means that (name of pupil) will not be allowed in school for this period. The suspension begins on (date) and ends 

on (date). 

I realise that this suspension may well be upsetting for you and your family, but my decision to suspend (child’s 

name) has not been taken lightly. (Name of pupil) has been suspended for the fixed period because (specify reason 

for suspension). Your child should return to school on (date). 

(For pupils of compulsory school age – next three paragraphs.) 

You have a duty to ensure that your child is not present in a public place in school hours during the first five (amend 

if the off-site provision is to start earlier) days of this suspension (specify dates) unless there is reasonable 

justification for this. I must warn you that you may receive a penalty notice from the local authority if your child is 

present in a public place during school hours on the specified dates. If so, it will be for you to show reasonable 

justification. 

We will set work for (name of pupil) during the first five (amend if the off-site provision is to start earlier) school 

days of his/her suspension (detail the arrangements for this). Please ensure that work set by the school is completed 

and returned to us promptly for marking. 

(If the individual suspension is for more than five days.) 
 

From the sixth (or earlier if so arranged) school day of the pupil’s suspension (specify date) until the end of this 

suspension we will provide suitable full-time education. On (date) (pupil forename) should attend at (give name and 

address of the alternative provision if not the home school) at (specify time as start times vary between schools) 

and report to (staff member). (If applicable say something about transport arrangements from home to the 

alternative provision. If not known, say that the arrangements for suitable full-time education will be notified by 

a further letter, not later than 48 hours before the provision is to begin.) 

As the length of the suspension is more than 15 school days or brings the total of excluded days to over 15 in one 

term the governing body/management committee must meet to consider the suspension. At the review meeting 

you may make representations to the committee if you wish. The latest date on which the committee can meet is 
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(date here – no later than 15 school days from the date the governing body is notified).  If you do wish to make 

representations to the governing body/management committee and wish to be accompanied by a friend or 

representative please contact (name of clerk to governing body) on/at (contact details – address, phone number, 

email) as soon as possible. You will, whether you choose to make representations or not, be notified by the clerk to 

the governing body of the time, date and location of the meeting. Please advise if you have a disability or special 

needs which would affect your ability to attend a meeting at the school. Also please inform (name of clerk to 

governing body) if it would be helpful for you to have an interpreter present at the meeting. 

You should also be aware that if you think this suspension relates to a disability your child has, and you think disability 

discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal (Special 

Educational Needs and Disability) http://www.justice.gov.uk/tribunals/send.  Making a claim would not affect your 

right to make representations to the governing body.  

You also have the right to see a copy of (name of pupil)’s school record. Due to confidentiality restrictions, you will 

need to notify me in writing if you wish to be supplied with a copy of your child’s school record. I will be happy to 

supply you with a copy if you request it. There may be a charge for photocopying. 

You may wish to contact Marie Baker, Pupil Placement Officer on 0208 489 3873 or at marie.baker@haringey.gov.uk 

who can provide advice. You may lodge a suspension enquiry at SchoolExclusionEnquiries@haringey.gov.uk.  

• Special Educational Needs and Disabilities Information, Advice and Support Services Network (SENDIASS). 
They provide free and impartial information, advice and support for young people and parent/carers of 
children with special educational needs and difficulties. Information can be found on their website: 
https://markfield.org.uk/haringeys-send-information-advice-support-service or contacted on their helpline 
0208 802 2611 open Monday’s 9:30am – 1:30pm, Tuesday’s 3:30pm – 7:00pm and Thursday’s 2:30pm – 
6:00pm during term time. 

• You may also find it useful to contact the Coram Children’s Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0300 330 5485 or 
at www.childlawadvice.org.uk. The advice line is open from 8am to 6pm Monday to Friday, except Bank 
Holidays and 24th December to 1st January.  

• ACE education run a limited service and can be reached on 0300 0115 142 on Monday – Wednesday from 
10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk. 

• Independent Provider of Special Education Advice (known as IPSEA www.ipsea.org.uk is a registered charity. 
It offers free and independent information and advice for children and young people with special 
educational needs. 

 

Statutory guidance can be accessed at: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Sus

pension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England

__including_pupil_movement.pdf 

(Name of pupil)’s suspension ends on (date) and we expect (name of pupil) to be back in school on (date) at (time). 

Yours sincerely, 

[Name]  

Head teacher 

CC (Social Worker if applicable) / (Virtual School head teacher if applicable) / (SEND caseworker if applicable) 

http://www.justice.gov.uk/tribunals/send
mailto:marie.baker@haringey.gov.uk
mailto:SchoolExclusionEnquiries@haringey.gov.uk
https://markfield.org.uk/haringeys-send-information-advice-support-service
http://www.childlawadvice.org.uk/
http://www.ace-ed.org.uk/
http://www.ipsea.org.uk/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
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Model letter 4 

From the head teacher (or teacher in charge of a PRU) notifying the parent(s) of a pupil of compulsory school age 

of that pupil’s permanent exclusion. 

Note: - The head teacher should notify the parents immediately of the decision to exclude, ideally by telephone. The 

telephone call should be followed by a letter within one school day. 

Dear (Name of parent), 

(Name of pupil) 

Permanent Exclusion 

I regret to inform you of my decision to permanently exclude (name of pupil) with effect from (date). This means 

that (name of pupil) will not be allowed in this school unless he/she is reinstated by the governing 

body/management committee or by an independent review panel. 

I realise that this exclusion may well be upsetting for you and your family, but my decision to permanently exclude 

(name of pupil) has not been taken lightly. (Name of pupil) has been excluded because (reasons for exclusion – 

include any other relevant previous history). 

You have a duty to ensure that your child is not present in a public place in school hours during the first five days of 

this exclusion, i.e. on (specify the precise dates) unless there is reasonable justification. You could be prosecuted or 

receive a penalty notice from the local authority if your child is present in a public place during normal school hours 

on those dates. It will be for you to show reasonable justification. 

(For pupils of compulsory school age resident in school’s local authority) 
 

Alternative arrangements for (name of pupil)’s education to continue will be made. For the first five school days of 

the exclusion we will set work for (name of pupil) and would ask you to ensure this work is completed and returned 

promptly to school for marking (this may be different if supervised education is being provided earlier than the 

sixth day). From the sixth day of the exclusion onwards – i.e. from (specify the date) Haringey Council will provide 

suitable full-time education. (Set out the arrangements if known at the time of writing. If not known say that the 

arrangements will be notified shortly by a further letter.) 

(Where pupil lives in a local authority other than the excluding school’s local authority) 

Alternative arrangements for (name of pupil)’s education to continue will be made. For the first five school days of 

the exclusion we will set work for (name of pupil) and would ask you to ensure this work is completed and returned 

promptly to school for marking (this may be different if supervised education is being provided earlier than the 

sixth day). I have also today informed (name of officer) at (name of local authority) of your child’s exclusion and 

they will be in touch with you about arrangements for his/her education from the sixth day of exclusion. You can 

contact them at (give contact details). 

As this is a permanent exclusion the governing body/management committee must meet to consider it. At the review 

meeting you may make representations to the governing body/management committee if you wish and ask it to 

reinstate your child in school. The governing body has the power to reinstate your child immediately or from a 

specified date, or, alternatively, it has the power to uphold the exclusion in which case you may appeal against its 
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decision to an independent review panel. The latest date by which the governing body/management committee 

must meet is (specify the date – the 15th school day after the date on which the governing body/management 

committee was notified of the exclusion). If you do wish to make representations to the governing 

body/management committee and wish to be accompanied by a friend or representative please contact (name of 

clerk to governing body) on/at (contact details – address, phone number, email) as soon as possible. You will, 

whether you choose to make representations or not, be notified by the clerk to the governing body/management 

committee of the time, date and location of the meeting. Please advise if you have a disability or special needs which 

would affect your ability to attend a meeting at the school. Also please inform (name of clerk to governing body) if 

it would be helpful for you to have an interpreter present at the meeting. 

You also have the right to see a copy of (name of pupil)’s school record. Due to confidentiality restrictions, you will 

need to notify me in writing if you wish to be supplied with a copy of (name of pupil)’s school record. I will be happy 

to supply you with a copy if you request it. There may be a charge for photocopying. 

You may wish to contact Marie Baker, Pupil Placement Officer on 0208 489 3873 or at marie.baker@haringey.gov.uk 

who can provide advice. You may lodge a suspension enquiry at SchoolExclusionEnquiries@haringey.gov.uk.  

• Special Educational Needs and Disabilities Information, Advice and Support Services Network (SENDIASS). 
They provide free and impartial information, advice and support for young people and parent/carers of 
children with special educational needs and difficulties. Information can be found on their website: 
https://markfield.org.uk/haringeys-send-information-advice-support-service or contacted on their helpline 
0208 802 2611 open Monday’s 9:30am – 1:30pm, Tuesday’s 3:30pm – 7:00pm and Thursday’s 2:30pm – 
6:00pm during term time. 

• You may also find it useful to contact the Coram Children’s Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0300 330 5485 or 
at www.childlawadvice.org.uk. The advice line is open from 8am to 6pm Monday to Friday, except Bank 
Holidays and 24th December to 1st January.  

• ACE education run a limited service and can be reached on 0300 0115 142 on Monday – Wednesday from 
10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk. 

• Independent Provider of Special Education Advice (known as IPSEA www.ipsea.org.uk is a registered charity. 
It offers free and independent information and advice for children and young people with special 
educational needs. 

 

Statutory guidance can be accessed at: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Sus

pension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England

__including_pupil_movement.pdf 

If you believe that this exclusion has occurred as a result of discrimination relating to a disability, you may make a 

claim under the Equality Act 2010 to the First Tier Tribunal (Special Educational Needs and Disability) 

http://www.justice.gov.uk/tribunals/send.  Making a claim would not affect your right to make representations to 

governing body. 

Yours sincerely, 

 [Name]  

Head teacher (teacher in charge in case of a PRU) 

CC (Social Worker if applicable) / (Virtual School head teacher if applicable) / (SEND caseworker if applicable) 

mailto:marie.baker@haringey.gov.uk
mailto:SchoolExclusionEnquiries@haringey.gov.uk
https://markfield.org.uk/haringeys-send-information-advice-support-service
http://www.childlawadvice.org.uk/
http://www.ace-ed.org.uk/
http://www.ipsea.org.uk/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
http://www.justice.gov.uk/tribunals/send
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Model letter 5 

Model letter from the clerk to the governing body/management committee to parent upholding a permanent 

exclusion. 

This letter should be sent within one school day of the meeting of the governing body/management committee.  

Dear (Name of parent) 

(Name of pupil) 

Permanent Exclusion 

The meeting of the governing body at (school) on (date) considered the decision made by (head teacher) to 

permanently exclude your son/daughter (name of pupil). The governing body/management committee, after 

carefully considering the representations made and all the available evidence, has decided to uphold (name of 

pupil)’s exclusion. 

The reasons for the governing body/management committee’s decision are as follows: (give in as much detail as 

possible, explaining how they were arrived at and referring where appropriate a reference to how the pupil’s 

special educational needs are relevant to the exclusion). 

You have the right to make application to have this decision reviewed by an independent review panel. If you wish 

to have this decision reviewed, please state in writing the grounds on which you make application for review and 

send your application within 15 school days to the following department:   

schooladmissions@haringey.gov.uk 

Your application will be heard by an Independent Review Panel. A three-member panel will comprise one serving, 

or recently retired (within the last five years) head teacher, one governor who has served at least 12 consecutive 

months in the previous five years and one lay member who will be the chairman. 

You may bring a friend to the review, or at your own expense appoint someone to make written and/or oral 

representations to the panel. 

You have the right to request the presence of a special educational need expert at the meeting of the Review Panel, 

regardless of whether any special need has been recognised to date. The role of the SEN expert will be to provide 

impartial advice on how special educational need may be relevant to the suspension, and he/she should advise the 

panel on whether he/she believes the school acted in legal, reasonable and procedurally fair manner with respect 

to any identification of SEN, and any contribution this could have made to the circumstances of the permanent 

exclusion. 

In determining your application for review the panel can make one of three decisions: it may uphold your child’s 

exclusion; it may recommend that the governing body reconsiders the exclusion; or direct that the governing body 

reconsiders its decision. If the review panel either recommends or directs that the governing body reconsiders its 

decision, a further meeting must be convened at the school within 10 school days of the governing body receiving 

the panel decision.  

In addition to the right to apply for an independent review panel, if you believe that the exclusion has occurred as a 
result of discrimination relating to a disability, you may make a claim under the Equality Act 2010 to the First Tier 

mailto:schooladmissions@haringey.gov.uk


September 2012 

44 
 

Tribunal (Special Educational Needs and Disability) http://www.justice.gov.uk/tribunals/send. In the case of other 
forms of discrimination, a claim may be made to the County Court. 
 

You may wish to contact Marie Baker, Pupil Placement Officer on 0208 489 3873 or at marie.baker@haringey.gov.uk 

who can provide advice. You may lodge a suspension enquiry at SchoolExclusionEnquiries@haringey.gov.uk.  

• Special Educational Needs and Disabilities Information, Advice and Support Services Network (SENDIASS). 
They provide free and impartial information, advice and support for young people and parent/carers of 
children with special educational needs and difficulties. Information can be found on their website: 
https://markfield.org.uk/haringeys-send-information-advice-support-service or contacted on their helpline 
0208 802 2611 open Monday’s 9:30am – 1:30pm, Tuesday’s 3:30pm – 7:00pm and Thursday’s 2:30pm – 
6:00pm during term time. 

• You may also find it useful to contact the Coram Children’s Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0300 330 5485 or 
at www.childlawadvice.org.uk. The advice line is open from 8am to 6pm Monday to Friday, except Bank 
Holidays and 24th December to 1st January.  

• ACE education run a limited service and can be reached on 0300 0115 142 on Monday – Wednesday from 
10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk. 

• Independent Provider of Special Education Advice (known as IPSEA www.ipsea.org.uk is a registered charity. 
It offers free and independent information and advice for children and young people with special 
educational needs. 

 

Statutory guidance can be accessed at: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Sus

pension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England

__including_pupil_movement.pdf 

Yours sincerely,  

[name]  

Clerk to the Governing Body (or clerk to the Management Committee in case of a PRU) 

http://www.justice.gov.uk/tribunals/send
mailto:marie.baker@haringey.gov.uk
mailto:SchoolExclusionEnquiries@haringey.gov.uk
https://markfield.org.uk/haringeys-send-information-advice-support-service
http://www.childlawadvice.org.uk/
http://www.ace-ed.org.uk/
http://www.ipsea.org.uk/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101498/Suspension_and_Permanent_Exclusion_from_maintained_schools__academies_and_pupil_referral_units_in_England__including_pupil_movement.pdf


September 2012 

45 
 

PROVIDING FULL-TIME EDUCATION FROM DAY SIX OF A SUSPENSION AND PERMANENT EXCLUSION 

There is a statutory duty to ensure that children who are suspended for more than five days receive full time 

provision from the sixth day of their suspension.  

Children who are subject to a Child Protection Plan or Children in Care are expected to receive provision from day 

one of the suspension, so it is important that schools indicate where this is the case. The child’s social worker or/and 

key person on the relevant Children in Care Team must also be informed immediately. 

Referrals for day six provision for permanently excluded pupils who are Haringey residents should be made to 

Haringey Learning Partnership using their referral form. 

Schools must inform parents of their responsibility to ensure that their child is not present in a public place in school 
hours during the first five days of any suspension or permanent exclusion.  

Statutory guidance to schools on marking attendance registers following suspension or permanent exclusion  

Whilst an excluded pupil’s name remains on a school’s admissions register the pupil should be marked using the 

appropriate attendance code. Where alternative provision has been made that meets the requirements of the pupil 

registration regulations, and the pupil attends it, an appropriate attendance code, such as Code B (Education Off-

site) or Code D (Dual Registration), should be used. Where pupils are not attending alternative provision, they should 

be marked absent using Code E.  

Pupils who are permanently excluded must be marked as indicated above and not be deleted from either the 

admission register, or the attendance register until the independent review process has been completed. 

When pupils are suspended or permanently excluded they remain on the school roll and it is the duty of the school 

to ensure appropriate educational provision until such time as any appeal process has been completed or the time 

for an appeal has lapsed. 

Offsite provision centres are expected to inform schools of attendance monitoring. 

All suspension notifications (copy of letter to parent and Form X must go to Marie.Baker@haringey.gov.uk 

immediately if the suspension is over five days or permanent. Marie Baker (Pupil Placement Officer) must be 

informed of when governors convene to review any permanent exclusion and of the outcome of that review. 

If you have any queries or need further guidance regarding suspension or permanent exclusion, please contact: 

Samantha Hunte 

Alternative Provision and Exclusions Coordinator 

Samantha.Hunte@Haringey.Gov.Uk 

Or  

Marie Baker 

Pupil Placement Officer 

Marie.Baker@Haringey.Gov.Uk 

mailto:Marie.Baker@haringey.gov.uk
mailto:Samantha.Hunte@Haringey.Gov.Uk
mailto:Marie.baker@haringey.gov.uk

