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Aim of the Policy 
 
The aim of this policy is to give clear guidance to parents, carers, staff, pupils and other 
stakeholders about the expectations and methodology of the school with regard to behaviour 
management.  
It also reflects the principles within the Anti-bullying policy. 
 
Principles  
  

• Good behaviour is an essential condition for effective teaching and learning to take 
place. 

• At Ashby Willesley Primary School we believe that pupils and staff have the right to work 
in an environment that is safe, friendly, peaceful and fair.  

• Good behaviour must be carefully developed and supported.  

• High self-esteem supports good behaviour, effective learning and positive relationships.  

• The best results, in terms of promoting good behaviour arise from emphasising potential, 
rewarding success and giving praise for effect and achievement, rather than focussing 
on shortcomings and failure.  

• Through the example of adults who care for them at school, through well planned and 
stimulating learning opportunities, we believe that children will accept learning 
challenges and develop self-discipline.   

• It is the shared responsibility of parents and carers to help the school to support children 
with good behaviour.  

  
 
Aims for Good Behaviour  
 

• To ensure all at the school feel safe and free from bullying. 

• To work consistently and fairly in the positive management of behaviour.  

• To help our children develop into caring and thoughtful young people who respect and 
value the feelings, opinions, property and differences of others.  

• To encourage staff, children and parents to value good behaviour.  

• To develop our children’s self-discipline.  

• To help our children feel good about themselves and others.  

• To encourage our children to co-operate with one another and with adults in school.  

• To create a positive and stimulating learning environment, having high expectations of 
children’s work.  

• To work alongside parents to encourage our children to develop socially, personally, 
academically, morally and spiritually in preparation for a positive role in society.  

 
 
To be able to say with confidence that our school has a happy, purposeful working 
environment, which does not tolerate inappropriate behaviour or bullying.  
  
  
 
 



Objectives  
  
We support positive behaviour and a positive environment through:-  
 

• A consistent approach by the whole school community.  

• Appreciating and following agreed codes of behaviour. 

• Encouraging our children to see themselves as a member of the school team and 
recognise their responsibility within this, as part of the Every Child Matters agenda.  

• Developing the skills of co-operation and discussion.  

• Encouraging everyone to take care of and have respect for their own and others 
belongings.  

• Encouraging respect for diverse cultural backgrounds and beliefs.  

• Having a positive and consistent approach to playtime and lunchtime.  

• Creating a stimulating classroom environment.  

• Providing clear and positive learning experiences fairly and consistently.  

• Offering a broad and balanced curriculum that is well prepared and stimulating to each 
child.  

• Ensuring that curriculum issues concerning organisation, methods of teaching and 
learning, content and differentiation are addressed.  

• Specific teaching opportunities e.g. personal, social, health and economic (PSHE) 
education, assemblies.  

• Ensuring anti-bullying and respect for all is embedded across the school. 
  
The whole school community has a vital part to play as role models.  
  
We do this by:  
 

• Modelling and promoting good behaviour and intolerance of bullying. 

• Demonstrating good manners  

• Practising good behaviour to each other as well as to the children.  

• Teaching appropriate behaviour and giving feedback when pupils are behaving well.  

• Showing respect for every child as an individual.  

• Making every child feel valued.  

• Not accepting bullying or anti-social behaviour in school, at any level, at any time.  

• Being aware of vulnerable children.  

• Being seen to be fair and consistent.  

• Responding quietly, calmly, consistently and positively.  

• Criticising the behaviour not the child.  

• Avoid labelling.  

• Listening with empathy and tact.  

• Handling confidential information with sensitivity.  

• Having regular liaison and update meetings internally and with relevant outside agencies 
to make our policy effective.  

 



We expect our children to conform to our School beliefs:  
  
BY                    AND NOT  
- being sensitive              - hurting anyone  
- sharing                 - being selfish or rude 
- being kind and helpful            - hurting people’s feelings  
- being honest               - telling lies  
- working hard               - wasting time  
- looking after property            - damaging property  
- listening to people             - interrupting or answering back 
- following instructions            - ignoring polite requests 
- being polite      - using foul language 
  
 
 
Procedures  
  
We encourage good behaviour by using  

• Non-verbal signals.  

• Positive verbal comments and praise.  

• Positive comments written in books.  

• Giving children responsibility.  

• Sharing positive aspects with others.  

• Awarding certificates and stickers.  

• Informing parents through a method of the teachers choice e.g. text messaging  

• Recognition in assembly.  

• Special mentions book.  

• A range of rewards and recognition to suit ages and classes.  

• House Points  
 
House Points  
 
The whole school has been divided into four houses. 
  
Children can be given house points for any behaviour or attitude which is particularly good, 
or for contributing particularly well to school life.  
  
All members of staff, including lunchtime supervisors, can give house points at any time.  
  
House Points are collated each week and the winning team announced in assembly.  
  
Sometimes competitions e.g. spelling and Sports Days are used to encourage contributions 
to House success.  
  
Our aim is that House Points promote collective responsibility and contribution within a fair 
and supportive competitive environment.   
 
 



Sanctions 
 
There will be times when pupils do not live up to expectations or break agreed rules.  We 
believe that children need to discover where the boundaries of acceptable behaviour lie, as 
this is a part of growing up. 
 

• Minor breaches of discipline are generally dealt with by the class teacher in a caring, 
supportive and fair manner, with some flexibility regarding age of the child. 

• We aim to create a healthy balance between rewards and sanctions and deliver fair and 
consistently applied sanctions for inappropriate behaviour. 

• We place a strong emphasis on reflection and empathy, and time is given for pupils to 
think about what prompted any unacceptable behaviour, why it is unacceptable, as well 
as the effects it may have had on others. Pupils are encouraged to consider other 
courses of action they could have taken, in an attempt to give them better choices if they 
find themselves in a similar situation again. 

• It is expected that pupils apologise for inappropriate behaviours. 

• It is important that the unacceptable behaviour is labelled and not the child themselves. 

• Pupils will always be treated with respect, and given the underlying message that 
behaviour can change and that every child can be successful. An effective way to 
increase positive behaviour is by giving positive reinforcement for the desired behaviour, 
and to start each day afresh. 

• Exclusions will be used if behaviour is deemed as a threat, or risk, to the individual pupil 
involved or others. 

• Restraint may be used to ensure that the welfare and wellbeing of others is protected. 

• Restraint may be used if a pupil or adult is put at risk due to physical aggression or 
threatening behaviour. 

• Adults will use reasonable restraint if necessary but will not put themselves at risk if the 
situation escalates to an uncontrollable level. Parents will be contacted immediately if 
this is the case. 

 
Policy Scope 
 
The schools and staff have the power to discipline for behaviour within and beyond the 
school gate.  A teacher may discipline a pupil for any misbehaviour when the child is: 
 

• within the school environment or 

• taking part in any school organised or school related activity or 

• travelling to or from school 

• wearing a school uniform or 

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



The Step System 
 
Breaches of the school beliefs detailed in this policy, the school rules or other school policies 
or principally any other inappropriate actions will be dealt with by the step system. However, 
extreme breaches of the policy involving threats, violence or abusive behaviour/language will 
result in an exclusion to safeguard either the individual pupil or others. Exclusion will, if 
necessary, override the Step System. If a step is not completed then the following step is 
automatically followed.      
 
 
Step 1 - Time out in class / in the playground: 
 

• Reception – Y1 
o 1st time in a day: time out in class (1–5 minutes depending on age of child) 
o 2nd time in a day: time out in class doubled (2–10 minutes depending on age 

of child) 
o 3rd time in a day: time out in playground (5–10 minutes depending on age of 

child) 
 

• Year 2 – Y6 
o 1st time in a day: time out at playtime (5 minutes) 
o 2nd time in a day: time out at playtime (10 minutes) 
o 3rd time in a day: Step 2 (see below) 
o It is expected that pupils will apologise for their behaviour 

 
Please note, a pupil will move immediately to or Step 2 if they display verbally or physically 
aggressive or bullying behaviour, as defined in our Anti-Bullying policy or if they do not 
complete Step 1 
 
 
Step 2 - First time in Time-out Area in a half-term: 
 Time out for a whole playtime at lunch Session with class teacher  Fill out a reflection sheet Pupils to take reflection sheet to the Head Teacher to be signed. The reflection sheet is 

sent home to be signed by parents and returned to class teacher the following school day. 
 
 
Step 3 - Second time in Time-out Area in a half term: 
 Time out for a whole morning playtime and whole lunch break Session with class teacher  Fill out a reflection sheet Pupils to take reflection sheet to the Head Teacher to be signed. The reflection sheet is 

sent home to be signed by parents and returned to class teacher the following school day.  Parents invited to school for a meeting with the Head Teacher and class teacher where 

possible, where behaviour reflections are discussed 
 



Step 4 - Third time referred to Time-out Area in a half term period: 
 Time out for whole morning playtime and a whole lunch break Session with class teacher Students fill out a reflection sheet as before Lunch break exclusion from the school the following school day.  A parent / carer will be 

responsible for collecting and returning the child (Years 2-6 only) Letter sent home to parents informing of lunch break exclusion for following school day Written apology signed by the pupil and parents and returned to class teacher the 

following school day. 
 
Step 5 Fourth time referred to Time-out Area in a half term period: 
 Time out for the next 3 morning playtimes Lunch break exclusions from the school for the following five school days. Letter home to parents informing of following 3 days lunch time exclusions Parents invited in for meeting with pupil and Head Teacher Reflection sheet to be completed at home Written apology signed by the pupil and parents and returned to Head Teacher on the day 

of the 3rd lunch time exclusion. 
 
Step 6 Fifth time referred to Time-out Area in a half term period: 
 Full day exclusion from the school on the following school day Letter home to parents informing of following full days exclusion Parents invited in for meeting with pupil and Head Teacher Reflection sheet to be completed at home Written apology signed by the pupil and parents and returned to Head Teacher on the next 

school day following exclusion. 
 
Step 7 Sixth time referred to Time-out Area in a half term period: 
 Up to 5 full day exclusions from the school until it has been possible to convene a specific meeting of the Head Teacher and at least two school Governors to discuss sanctions appropriate to the individual circumstances.  Letter home to parents informing of following 5 full days’ exclusion Reflection sheet to be completed at home and delivered to school by the end of the 

second day of exclusion Written apology signed by the pupil and parents and returned to school for the attention of 

the Head Teacher by the second day of exclusion. Parents and pupil invited in for meeting with the Head Teacher and School Governors (as 

appropriate) to discuss next steps. 



Further notes: 
 

• Exclusions are for the following working day and not at the convenience of parents / 
carers. 

• If the actions of a step sanction are not completed then the next step is invoked 

• Behaviour reflection sheets (see Appendix B) are kept by the Head Teacher. 

• If the behaviour happens at break-time, the child will have time-out at the next break-
time. 

• The person on duty must inform the class teacher, and the class teacher takes 
responsibility for following the policy. 

• Staff may impose additional consequences in certain circumstances. (For example, a 
child who defaces school property may be asked to clean, repair or replace damaged 
items, as well as completing the other requirements of the relevant step.) 

• The Head Teacher may make use of a multi-agency assessment for pupils who 
demonstrate persistent disruptive behaviour. Such assessments may pick up unidentified 
special educational needs but the scope of the assessment could go further, for 
example, by seeking to identify mental health or family problems. 

• The school may choose to involve other agencies as appropriate in discussions and 
meetings such as the Local Authority, Social Services or Police 

• Exclusions will be seen as a positive measure designed to lead to an improvement in a 
child’s behaviour in partnership with effective parental support. However, exclusion will 
be used as a last resort, when all other reasonable steps have been taken, and when 
allowing the pupil to remain in the school would be seriously detrimental to the education 
or welfare of the person concerned or of other adults/pupils. 

• Exclusion is a response to extreme breaches of school expectations that causes a threat 
to themselves or others. 
 
 

The Role of Parents 
 
We are very conscious of the importance of having strong links with parents and good 
communication between home and school. We work collaboratively with parents, so children 
receive consistent messages about behaviour. If the school has to use sanctions with a 
student, we ask that parents support the actions of the school. If parents have any concern 
about the way that their child has been treated, they should initially contact the class teacher 
and the Head Teacher may then be involved. 
 
 
The Role of the Class Teacher 
 
Good classroom management is a key to good behaviour and that the provision of a high 
quality curriculum through interesting and challenging activities influences behaviour.  
Teachers at Ashby Willesley Primary School are positive, enthusiastic and have high 
expectations of both learning and behaviour. They foster a sense of self-esteem in all 
children, linked with an understanding of the needs of others. They encourage a calm and 
responsive atmosphere.  Teachers respond to parental concerns in a timely, respectful, 
sympathetic and professional manner, involving senior staff as appropriate. Teachers expect 
that issues will be dealt in an atmosphere of trust and mutual respect. It is the responsibility 
of the class teacher to ensure that the students in their class develop self-discipline and 
behave in a responsible manner. 
 
 



Help Cards  
 
Each teacher has a Help Card which universally recognised as the immediate request for 
assistance from another member of staff.  This card can be found near the teacher’s desk.   
 
This card is only sent when the teacher feels that they or their class is threatened by 
dangerous behaviour, events or they feel that the health, safety and well-being of adults or 
other pupils is put at risk. 
  
Ways in which parents can help their child  
  

• Be positive and reward them for their efforts.  Praise them for the things they achieve 
and the work they do.  

• Make an appointment with the class teacher if there are worries about things the 
child says, before it becomes a problem.  

• Please also inform school about anything in a child’s life at home that may change 
their approach to school.  

• Let your child know the standard of behaviour you expect and encourage them to 
take problems to the staff for help.  

• Let your child know how hard you expect them to work and also that you expect them 
to take part in everything.  

• Support the school in the imposition of sanctions.  

• Ensure they read regularly at home and complete any homework on time.  

• Follow-up any continuing behaviour concerns with the class teacher in the first 
instance or if required, the Assistant Head Teacher or Deputy Head Teacher.  

• Follow up any continuing concerns with the Head Teacher.  

• Don’t let them bring money, sweets or toys to school unless requested.  

• Please provide us with full information to help contact you in the event of an 
emergency.  

• Make sure your child comes to school on time.  
  
 
Role of the Head Teacher 
 
It is the responsibility of the Head Teacher, under the School Standards and Framework Act 
1998, to implement the school behaviour policy consistently throughout the school. It is also 
the responsibility of the Head Teacher to ensure the health, safety and welfare of all children 
in the school. The Head Teacher supports the staff by implementing the policy, by setting the 
standards of behaviour, and by supporting staff in the implementation of the policy. 
 

The Head Teacher’s decision to exclude 

• Only the Head Teacher (or acting) of a school can exclude a pupil and this must be on 
disciplinary grounds. A pupil may be excluded for one or more fixed periods (up to a 
maximum of 45 school days in a single academic year), or permanently. A fixed period 
exclusion does not have to be for a continuous period. In exceptional cases, usually 
where further evidence has come to light, a fixed period exclusion may be extended or 
converted to a permanent exclusion.  

• Pupils whose behaviour at lunchtime is disruptive may be excluded from the school 
premises for the duration of the lunchtime period. In such cases the legal requirements in 
relation to exclusion, such as the head teacher’s duty to notify parents, still apply. 
Lunchtime exclusions are counted as half a school day for statistical purposes and in 
determining whether a governing body meeting is triggered. 

• Whenever a head teacher excludes a pupil they must, without delay, notify parents of the 
period of the exclusion and the reasons for it, usually by phone. 



• They must also, without delay, and by the end of the afternoon session, provide parents 
with the following information in writing:  

o the reasons for the exclusion;  
o the period of a fixed period exclusion  

• The school will follow the guidelines issued by the Department for Education in relation 
to the exclusion of pupils (See Appendix A: Document reference DFE-00042-2012 
Exclusion from maintained schools, Academies and pupil referral units in England – A 
guide for those with legal responsibilities).  This guidance can be viewed on the 
Department for Education’s website or viewing the guide directly by clicking the following 
link or entering the URL into your web browser: 
(https://www.education.gov.uk/publications/eOrderingDownload/Statutory%20Guidance
%20-%20exclusion%20from%201%20sep%202012%20-%20june.pdf ) 

• For all exclusions the head teacher must notify the local authority and governing body as 
per the LEA guidelines 

• Work will be set for completion at home and should be returned to school.  
 
The role of the Governors  
  

• The governing body has the responsibility of setting down these general guidelines on 
standards of discipline and behaviour, and working with the Head Teacher & Senior 
Leadership Team in reviewing their effectiveness.  

• The Governors support the Head Teacher and members of staff in carrying out these 
guidelines.  

• The Head Teacher has the day to day authority to implement the school behaviour and 
discipline policy, but governors may give advice to the Head Teacher about particular 
disciplinary issues.  

• The Head Teacher will take this into account when making decisions about matters of 
behaviour.  

 
Definition of ‘parent’ within this policy 
  

• The definition of a parent for the purposes of the Education Act is broadly drawn. In 
addition to the child's birth parents, references to parents in this policy include any 
person who has parental responsibility (which includes the local authority where it has a 
care order in respect of the child) and any person (for example, a foster carer) with 
whom the child lives.  

 

 

 



Appendix A 

 

Document reference DFE-00042-2012  

 

Exclusion from maintained schools, Academies and pupil referral units in England – 

A guide for those with legal responsibilities  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix B 

 

Reflection Sheets: 

 

Behaviour Think Sheet Y1-4 

Behaviour Think Sheet Y5 & 6 

 

 



 

 

Behaviour Think Sheet Y5 & 6 

Name:       Class: 

Date:   

What I did wrong: 

 

 

 

 

 

Why? 

 

 

 

 

What I will do next time 

 

 

Signature of parents…………………..……………………………………… 

 



  

The rule I have broken is:  

 We are kind, polite, helpful, and aware of other’s feelings 

 We listen carefully to others without interrupting them. 

 We look after our own and other people’s belongings 

 We try our best, work hard and learn from our mistakes 

 We treat other people the way we would like to be treated 

 We always tell the truth 

 

I chose to break this rule because: 

 

 

 

This is what I could have done instead:  

 

 

 

Signature of parents……………………………………………………… 

 

Behaviour Think Sheet Y1-4 

Name:       Class: 

Date:        



Appendix C 

 

Step 4 Letter to Parents Template 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Ashby Willesley Primary School, Packington Nook Lane, Ashby-de-la-Zouch, Leicestershire  LE65 2QG 

Telephone: 01530 413654    Fax: 01530 560412    Email: office@willesley.leics.sch.uk   Web: www.ashbywillesley.org.uk 

Head Teacher: Mrs C Beaton Deputy Headteacher: Miss S Rainbow  Assistant Head: Miss J Martindale 

[Date] 

Dear [Name of Parents] 

As you are aware [Child’s name] has had time out within school for consecutive incidents of poor 

behaviour.  We place a strong emphasis on reflection and empathy regarding poor behaviour and 

[Child’s name] has completed reflection sheets detailing ways in which this may be improved.   

As per our telephone conversation earlier today I am writing to endorse that following an additional 

occurrence, [child’s name] has now reached Step 4 of the sanctions detailed in the School Behaviour 

Management Policy.  As a result [child’s name] will have a lunch break exclusion from the School 

tomorrow, [Date e.g. Tuesday 20
th

 January].  You are required to collect [child’s name] from school 

at 12.00 noon and return [him/her] at 1.00pm for afternoon lessons. 

The schools Behaviour Management Policy is published on the school website, under the 

‘Information for parents’ area.  If you cannot access this please request a copy from the school 

office. 

We would also like to arrange a meeting with you to discuss the required improvements and next 

steps.  Please contact the school office to arrange a suitable meeting time at your earliest 

convenience. 

Yours sincerely 

 

[Head Teacher] 

 

 



Appendix C 

 

Step 5 Letter to Parents Template 

 

 

 

 

 

 

 

 



 

 

 

Ashby Willesley Primary School, Packington Nook Lane, Ashby-de-la-Zouch, Leicestershire  LE65 2QG 

Telephone: 01530 413654    Fax: 01530 560412    Email: office@willesley.leics.sch.uk   Web: www.ashbywillesley.org.uk 

Head Teacher: Mrs C Beaton Deputy Headteacher: Miss S Rainbow  Assistant Head: Miss J Martindale 

[Date] 

Dear [Name of Parents] 

As you are aware [Child’s name] has previously had time out within school and a single lunchtime 

exclusion from school for consecutive incidents of poor behaviour.  Further to our telephone 

conversation earlier today I am writing to confirm that after another occurrence, [child’s name] has 

now reached Step 5 of the sanctions detailed in the School Behaviour Management Policy.   

Therefore [child’s name] will have 3 lunch time exclusions from the School starting tomorrow, [Date 

e.g. Tuesday 20
th

 January].  You are required to collect [child’s name] from school at 12.00 noon and 

return [him/her] at 1.00pm each day for afternoon lessons.   

As we continue to place a strong emphasis on reflection and empathy, [Child’s name] will be 

required to continue with reflection sheets regarding [his/her] poor behaviour.  The Behaviour Think 

Sheet is attached and should be completed at home along with a written apology for the behaviour.  

They should be signed by you and [child’s name] and returned to school tomorrow. 

The schools Behaviour Management Policy is published on the school website, under the 

‘Information for parents’ area.  If you cannot access this please request a copy from the school 

office. 

We would also like to arrange a further meeting with you to discuss the required improvements and 

next steps.  Please contact the school office to arrange a suitable meeting time at your earliest 

convenience. 

Yours sincerely 

 

[Head Teacher] 

 



Appendix C 

 

Step 6 Letter to Parents Template 

 

 

 



 

 

 

Ashby Willesley Primary School, Packington Nook Lane, Ashby-de-la-Zouch, Leicestershire  LE65 2QG 

Telephone: 01530 413654    Fax: 01530 560412    Email: office@willesley.leics.sch.uk   Web: www.ashbywillesley.org.uk 

Head Teacher: Mrs C Beaton Deputy Headteacher: Miss S Rainbow  Assistant Head: Miss J Martindale 

[Date] 

Dear [Name of Parents] 

As you are aware [Child’s name] has previously had time out within school and three lunchtime 

exclusion from school for consecutive incidents of poor behaviour.  Further to our telephone 

conversation earlier today I am writing to confirm that, after a new occurrence, [child’s name] has 

now reached Step 6 of the sanctions detailed in the School Behaviour Management Policy.   

Therefore [child’s name] will have a full day exclusion from the School tomorrow, [Date e.g. Tuesday 

20
th

 January].  As we continue to place a strong emphasis on reflection and empathy, [Child’s name] 

will be required to complete a reflection sheets regarding [his/her] poor behaviour.  This Behaviour 

Think Sheet is attached and should be completed at home along with a written apology for the 

behaviour.  They should be signed by you and [child’s name] and returned to school the day after 

tomorrow. 

The schools Behaviour Management Policy is published on the school website, under the 

‘Information for parents’ area.  If you cannot access this please request a copy from the school 

office. 

Please note that for the first five days of any exclusion from school, parents are legally required to 

ensure that their child is not present in a public place during school hours without reasonable 

justification and that parents may be given a fixed penalty notice or prosecuted if they fail to do so.  

We have included in [child’s name]’s book bag some work that should be competed at home during 

this time.   

Parents are within their rights to make representations about the exclusion to the schools governing 

body.  This should be submitted in writing and handed in to the school office.  The requirements on 

the governing body to consider an exclusion are detailed in Section 6.1 of the DFE Exclusions 

guidance.  A link to this is published within the schools Behaviour Management Policy on the school 

website, and paragraph 36 gives some details of relevant sources of free and impartial information 

for parents.  As before, if you cannot access this please request a printed copy from the school 

office. 

We would also like to arrange a further meeting with you to discuss the required improvements and 

next steps.  Please contact the school office to arrange a suitable meeting time at your earliest 

convenience. 

Yours sincerely 

[Head Teacher] 



Appendix C 

 

Step 7 Letter to Parents Template 



 

 

 

Ashby Willesley Primary School, Packington Nook Lane, Ashby-de-la-Zouch, Leicestershire  LE65 2QG 

Telephone: 01530 413654    Fax: 01530 560412    Email: office@willesley.leics.sch.uk   Web: www.ashbywillesley.org.uk 

Head Teacher: Mrs C Beaton Deputy Headteacher: Miss S Rainbow  Assistant Head: Miss J Martindale 

[Date] 

Dear [Name of Parents] 

As you are aware [Child’s name] has previously had time out within school, three lunchtime 

exclusions from school and one full day exclusion as a result of consecutive incidents of poor 

behaviour.  Further to our telephone conversation earlier today I am writing to confirm that, after a 

new occurrence, [child’s name] has now reached Step 7 of the sanctions detailed in the School 

Behaviour Management Policy.   

Therefore [child’s name] will have an exclusion from the School for five days which will start 

tomorrow, [Date e.g. Tuesday 20
th

 January].  As we continue to place a strong emphasis on reflection 

and empathy, [Child’s name] will be required to complete a reflection sheets regarding [his/her] 

poor behaviour.  This Behaviour Think Sheet is attached and should be completed at home along 

with a written apology for the behaviour.  They should be signed by you and [child’s name] and 

returned to school the day after tomorrow. 

During this time a meeting will be convened which will include myself as Head Teacher, other staff as 

appropriate and at least two school governors.  Following a review of the information available 

further steps and potential sanctions will be discussed. 

The schools Behaviour Management Policy is published on the school website, under the 

‘Information for parents’ area.  If you cannot access this please request a copy from the school 

office. 

Please note that for the first five days of any exclusion from school, parents are legally required to 

ensure that their child is not present in a public place during school hours without reasonable 

justification and that parents may be given a fixed penalty notice or prosecuted if they fail to do so.  

We have included in [child’s name]’s book bag some work that should be competed at home during 

this time.   

Parents are within their rights to make representations about the exclusion to the schools governing 

body.  This should be submitted in writing and handed in to the school office.  The requirements on 

the governing body to consider an exclusion are detailed in Section 6.1 of the DFE Exclusions 

guidance.  A link to this is published within the schools Behaviour Management Policy on the school 

website, and paragraph 36 gives some details of relevant sources of free and impartial information 

for parents.  As before, if you cannot access this please request a printed copy from the school 

office. 

We would also like to arrange a meeting with you and school governors to discuss the required 

improvements and next steps.  Please contact the school office to arrange a suitable meeting time at 

your earliest convenience. 

Yours sincerely 

[Head Teacher]  


