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Introduction 
 
The behaviour of our children at Coalbrookdale and Ironbridge C.E. Primary School 
is generally excellent.  Our children are kind, courteous, and sympathetic to the 
needs of others.  They take pride in their school, their work and their environment.  
Occasionally the behaviour of a small minority of pupils causes concerns.  The aims 
of this policy are to promote and develop the good behaviour of the majority of our 
pupils whilst offering guidance and strategies that may manage the inappropriate 
behaviour of the few. 

Aims 

 
The aims of this policy are to: 
 Create a positive atmosphere where children feel happy and secure. 
 Help children realise what they do matters. 
 Develop their self –control which is essential to good behaviour. 
 Develop respect for others regardless of their race, gender, sexual orientation, 

age, marital status or physical ability. 
 Develop respect and consideration for the property of others. 
 
We are a Christian School where every child matters, is valued and is able to 
shine 
 
The school’s ethos is one where a positive attitude of care and understanding is 
promoted, where Christian values are pivotal to the life of the school and where 
adults and children respect faith and culture of other people.  Children are always 
encouraged, motivated and supported to achieve the best they can in all aspects of 
the curriculum. 

 
At Coalbrookdale and Ironbridge C. E. Primary School we aim to provide a caring, 
supportive and stimulating environment with high quality teaching through which to 
foster…. 
 

 A high level of English and Maths and an enquiring mind which wants to learn 
more each day; 

 Independent young people who are confident, flexible and able to cooperate 
with others; 

 Imagination and creative expression through a wide range of media; 

 Conscientious young citizens of our multi-cultural society who are tolerant and 
respect others’ values; 

 Pride in achievement and a desire to succeed; 

 Effective links between the school, the child’s home and the community which 
promote aspiration and high expectations; 

 Equality of opportunity for all; 
 
Our vision will be realised by: 
 

 Creating a safe and healthy learning environment; so that every child will 
know that they are valued, will enjoy learning, aspire to and achieve high 
standards and make excellent progress. 

 Providing innovative and creative cross curricular education opportunities for 
all learners and enabling their independence as learners. 

 Developing a flexible approach to teaching and learning within school and in 
the community thereby ensuring a rich variety of educational experience. 
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 We encourage an openness of attitudes towards the community in which the 
school is situated and concern for the needs and opportunities of the wider 
world. 

 
The implementation of this vision will be the foundation from which our children will 
become successful learners, confident individuals and responsible citizens of the 
future. 
 
At Coalbrookdale and Ironbridge CE Primary school we promote ‘British 
Values’ through our spiritual, moral, social and cultural education which 
permeates through the schools’ curriculum. 
 
We recognise that such development is most successful when those values and 
attitudes are promoted by all the staff and provide a model of behaviour for our 
pupils. 
 
How we, at Coalbrookdale and Ironbridge CE Primary School, promote ‘British 
Values’: 
 
Democracy: 
The ability to communicate is the most important area of learning. In Coalbrookdale 
and Ironbridge CE Primary School, we ensure that pupils are given a ‘voice’ to 
communicate. 
 
Pupils are given a democratic voice through the active school council and within each 
educational day. Teachers encourage all pupils to share opinions and listen to 
others. Through English and other curriculum work, debates are promoted with 
reasoning to back up thoughts. 
 
Rule of Law: 
Within classes and together in the whole school assembly, pupils wrote our 
‘Coalbrookdale Way.’ Involving pupils in setting our codes of behaviour helps pupils 
make decisions that are acceptable to the school community and society at large and 
take responsibility for their actions. As the community evolves, the ‘Coalbrookdale 
Way’ is revised. 
 
Staff are committed to providing a consistent approach to behaviour management 
and positive learning environment within the school and beyond. We can help some 
pupils to understand the connection between actions and consequences. This type of 
environment enables pupils to feel safe and secure; this in turn, promotes the 
optimum conditions for learning to take place. 
 
Individual Liberty: 
At Coalbrookdale and Ironbridge CE Primary School, we have high expectations of 
pupils to be good and valued citizens. We do this by supporting each pupil to become 
as independent as possible. Learning to do things independently is an important part 
of learning to understand yourself. Independence can boost and nurture a healthy 
self-esteem. 
 
We endeavour to demonstrate that everyone has rights; this includes the right to say 
‘No’ when appropriate. Human rights are discussed in assemblies and classrooms 
using the book ‘Born to be free.’ 
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Some pupils will be able to take responsibility for particular roles and to understand 
that with certain rights comes a level of responsibility. We support others by 
participating in local community events and charitable events such as, Red Nose 
Day/Comic Relief, Children in Need. We believe that fostering a caring and helpful 
environment allows each child to shine. 
 
Mutual Respect: 
We promote each pupil’s inclusion, where possible, in a range of activities, settings 
and locations. The children in Early Years have opportunities to integrate with other 
children and are encouraged to play demonstrating respect for the ‘Coalbrookdale 
Way.’ 
 
As pupils progress through school, opportunities are integrated into the curriculum to 
involve pupils in the whole community; for example, working with the local 
businesses Merrythought and the Cooperative Society. 
 
We believe it is important to facilitate opportunities for Coalbrookdale and Ironbridge 
CE Primary school to be part of our unique community as the pupils, families and 
staff have much to offer in the development of community cohesion. 
 
Tolerance of different faiths and beliefs: 
Throughout Coalbrookdale and Ironbridge CE Primary School, we value each 
individual whereby each person is respected equally without regard to ability, gender, 
faith, heritage or race. Cultural appreciation and development forms part of our 
curriculum. We place great emphasis on providing encounters and participation in 
events and celebrations to broaden all pupils’ experiences and awareness of others. 
 
Our assemblies help all pupils to find out about themselves and others linking their 
lives to the communities in which they belong. The themes cover areas such as 
friendships, helping others and celebrations from a range of faiths and world events. 
 
Pupils are encouraged to experience British Culture through our curriculum themes; 
for example the historical significance of our local area, World War 2 and Explorers. 
Schools take part in local sporting activities which helps to instil ‘fair play’ and 
engender a ’team spirit’. 
 
Coalbrookdale has a very successful link with schools in Finland and also Turkey. 
Although some pupils at Coalbrookdale and Ironbridge CE Primary school may find it 
difficult to articulate their feelings and concerns; staff are attuned to changes in 
demeanour and well-being that may indicate anxiety. If they are concerned about a 
pupil our accepted practice links to the Safeguarding Policy which entrusts a duty of 
care to all staff to actively protect and promote the welfare of children. 
 
The staff work closely with parents, carers and other professionals to ensure that the 
pupils at Coalbrookdale and Ironbridge CE Primary School are happy, well cared for 
and enabled to learn the skills they need to live a fulfilling life as part of their 
community. 
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General Code of Conduct 
 
In order for a school to function efficiently and for all children to develop to their full 
potential both socially and academically we have developed our school rules (or code 
of conduct) in collaboration with children staff and parents to which we expect the 
children to adhere. This code of conduct will be applied consistently and fairly and 
will primarily be the responsibility of the teaching staff.  Other adults who are also in a 
position of authority will use this code of conduct, in particular the lunch time 
supervisors who have the care and safety of the children at lunch time as their prime 
responsibility. 
 
We devised a School Agreement, The Coalbrookdale Way, with the children in our 
school.  The Coalbrookdale Way is to: 
 

 Be kind, supportive and caring because everyone matters. 

 Be polite and show good manners in all we do. 

 Treat others how we would like to be treated. 

 Show respect for our school and value other people’s belongings. 

 Always try to shine through your work and have fun! 
 
What We Do Matters 
 
In Spring 2016 we revised whole school approach to promoting good behaviour by 
compiling a system of rewards and sanctions written in child friendly language.  Each 
classroom displays The Coalbrookdale Way so that adults and children alike are fully 
aware of our expectations as well as the steps and procedures we use. (See 
appendix 1).  
 
Rewards 
 
The Elton report (1989) stressed the need to establish within a school’s Behaviour 
policy, a system for rewarding appropriate behaviour and work. If certain behaviours 
are deemed to be undesirable and, thus, liable to be punished, it follows that 
desirable or “good” behaviour or work should be made as attractive as possible and 
rewarded. The Elton report also stated that any reward (like sanctions) should be 
appropriate to the particular behaviour and should take into consideration the age, 
abilities and personality of the individual child. Consequently, it is neither desirable 
nor possible to establish a definitive hierarchical list of rewards that can be used in 
very particular instance. A variety of rewards should be used as, for example, one 
child may value praise from a teacher whilst another attaches little or no value to it. 
Furthermore, repetition of the same reward can lead to boredom and loss of 
incentive. 
 
Coalbrookdale Passport 
 
As we have seen above, the rewarding of good behaviour and good work is an 
essential part in the promotion of an effective behaviour policy. In order to maintain 
and promote a consistent approach to rewarding good behaviour in school we have 
developed the Coalbrookdale Passport. All members of staff are able to sign off 
sections of the passport, following the recognition of consistently good behaviour. 
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This ensures all adults are equally able to reward pupils in a whole school system.  
Prizes for bronze, silver and gold awards are rewarded annually with a major 
celebration event and golden ticket for a prize for all pupils achieving gold standard.  
In addition to rewarding positive behaviour, a range of stickers and house points can 
be awarded for good work and individual achievements.   
 
The most obvious reward when good behaviour is observed is praise.  Very often this 
is the most effective form of recognition as it is immediate and public. A simple “well 
done” together with a smile can in many cases achieve much. Another, related, form 
of praise is the sharing of good work or behaviour with the child’s classmates. This 
public recognition adds to the kudos of the child and sends signals to the other 
children as to what is expected.   Additionally, the involvement of other adults in the 
“celebration” of the child’s esteem.  Children can also be sent to the Head or 
Assistant Head Teachers for additional praise and to receive a “Well done” sticker or 
Head Teachers Reward.  In Key Stage 1 the class teachers use these stickers as a 
visible sign of praise or achievement.  There are other strategies and rewards that 
the class teacher can employ to reward children.  These might include: 
 

 Informing parents of a particular success 
 Star charts 
 House points 
 Dojos 
 Table points 
 Raffle tickets and prizes 

 
 
The overriding purpose of any reward system is to increase desired behaviour and to 
promote good work.  Class teachers and other adults in school need to use their 
discretion when deciding whether or not to reward a child, and what form that reward 
should take.  The individual needs of the child must be taken into account and the 
type of reward (as in sanctions) tailored to fit that need.  However, there are basic 
principles that should be borne in mind when setting rewards: - The reward should 
be, as far as possible, consistent; rewards should be varied; all children should feel 
that they can gain rewards. 
 
School Rules 
 
We have initiated a whole school approach to developing good behaviour in the use 
of a system of house points whereby children receive a reward for good behaviour, 
particularly maintaining the School Rules.  Children are also rewarded by being 
selected to go in the ‘Shining Stars Book’ for particularly good behaviour or 
outstanding work.  
 
Moving around school 
 
We expect children to be able to move around the school in silence and show 
respect for others. At break times teachers will blow a whistle for children to stand 
then holding up a hand to signal stop and listen. Pupils then follow instructions to line 
up sensibly.  Teachers collect children from the playground and pupils should walk to 
class following adult instruction.  
 



7 

Sanctions  
 
Whilst the major concern of this policy is to promote appropriate behaviour amongst 
our children, there will, unfortunately, be occasions when sanctions are applied to 
those whose behaviour lets them down. In such cases the sanctions will be applied 
sparingly and in a manner that is a fair and consistent. Every attempt will be made to 
establish the reasons behind the inappropriate actions and to help the child prevent a 
reoccurrence. 
 
Our behaviour policy has been put together by staff pupils, including the school 
council, and parents.  The policy is based on a system of addressing the behaviour 
that is not in line with the Coalbrookdale way and involves an agreed dialogue 
between any adult in the school and the pupil. This consistent approach has been 
adopted by all adults following training on 11th April 2016. 
 
 
 
Stage 1 
 
Following the issuing of 3 warnings by the class teacher pupils will be booked into the 
Respect Room where they will spend the majority of their lunch time. 
Teacher’s professional judgement will be used when handling pupils with specific 
leaning difficulties or needs so that appropriate sanctions are given. 
 
 
Stage 2 
 
Repeatedly challenging or disrespectful behaviour will result in an after school 

detention overseen by the class teacher. This will generally only be issued in Key 

Stage 2 and parents should be informed of the pupil’s behaviour and the need to 

keep them after school.  A letter will be sent to parents explaining the reason for the 

detention. 

Stage 3 

Should behaviour continue to be disrupting class learning or where violence or 

aggression is experienced then a fixed or permanent exclusion may be given. 
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More serious actions such as verbal rudeness, bullying, violence and aggression, 
damage to property are considered to be unacceptable behaviour to both children 
and adults. Where these are ‘one off’ or out of character incidents, the sanctions 
listed above may be sufficient, along with a severe reprimand from the Head or 
Assistant Head Teachers and a letter to parents. However, when these incidents 
become persistent (e.g. occurring daily) and a behavioural/emotional difficulty is 
obviously arising, the following procedures will be adopted in line with the code of 
practice for statement of education need: 
 
1. 

 Concern felt by Class teacher/lunch time supervisor recorded on School form 
and brought to the attention of the special needs co-ordinator (SENCO).  If 
necessary the incident will be recorded in the incident book and the 
Governing Body informed 

 
 Baseline of difficulty established by use of the observation booklet for 

between 1-2 weeks. 
 

 Child and parents informed (at least by letter) that concern is noted, and they 
be invited to discuss the difficulty. 

 
 Class teacher and SENCO seek to modify behaviour using information from 

observation booklet, in conjunction with child and parents for between 2 
weeks and one term (maximum). 

 
 Any action which result in another child or the child themselves being hurt or 

a member  of staff hurt will be recorded in the incident book and reported to 
the Governing Body and to parents concerned.  

 
2.  If  the problems continue the Class teacher/ SNC/ Parents/ Child / Head will 
seek to find another way of modifying the problem and record a stage 2 form, again 
for 2 weeks to one term. After this time the situation will again be reviewed. 
 
3. If there are still difficulties, outside agencies  will be involved and in-depth 
advice sought, Educational Psychologist brought in and, possibly, ancillary support 
arranged. This to be done in conjunction with Parents/Child/Class 
Teacher/Head/SENCO. The situation will again be reviewed. 
 
The school also maintains the right to refuse to have children on the premises at 
lunch time when their behaviour is a threat to the safety of themselves or others. 
Should a pupil be excluded at lunchtime then the Telford and Wrekin guidance on 
exclusion will be followed. 
In many cases a behaviour modification programme may be sufficient to bring about 
an acceptable change of behaviour. If, however, problems persist, the above 
procedure will be sufficient evidence for statutory assessment for a Statement of the 
child’s difficulties. The modification must involve the child working towards success, 
and will probably also involve monitoring from other teaching and/or ancillary staff. In 
extreme cases the school would seek external assistance as soon as possible to 
avoid a possible exclusion, but this option will always remain open to the Head where 
it is considered that the child is a danger to herself or others. 
 
All teaching staff supervisors and ancillaries should be aware of the procedures and 
know that a common policy of approach will be in place to support both adults and 
children. Where a particular child’s behaviour is causing concern the Head or Deputy 
Head Teacher, in consultation with the class teacher, will devise a strategy for the 
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management of the child’s behaviour. This will be communicated to all teaching staff 
so that they will know how to respond to the child’s behaviour. 
 
It is unacceptable to allow inappropriate behaviour to persist. It should be tackled 
from the outset and procedures implemented so that modifications are neither 
ignored nor carried on indefinitely. 
 
Discipline 
The Curriculum And Classroom Management 
 
It is essential to develop a positive classroom atmosphere in order to promote good 
discipline. There are proven and distinct links between the quality of the delivered 
curriculum and good behaviour. Good behaviour can be linked with a child’s 
motivation to learn. Consequently, a child who feels that they are failing at school or 
who sees what the school has to offer as irrelevant may become a behaviour 
problem. The careful planning and delivery of the curriculum is essential to maintain 
motivation and enhance the child’s chances of success. 
 
Key factors in this are:- 
 
 Interest 
 Differentiation 
 Relevance 
 Breadth 
 Balance 
 Accessibility 
 
A teacher’s general competence can have a strong influence on behaviour especially 
in the following areas:- 
 
 Knowledge of the subject being taught 
 Planning and delivering a differentiated curriculum 
 Empathising with children and encouraging learning and good behaviour 
 Dealing quickly, firmly and fairly with inappropriate behaviour 
 
A positive classroom atmosphere can be created and enhanced by:- 
 
 Knowing the children as individuals - their personalities, interest and friends 
 Paying careful attention to the grouping of children 
 Matching the planned work to the children’s needs and abilities 
 Being enthusiastic and using humour 
 Involving the children, as far as possible, in the formulation of the class rules 
 Using praise to promote good work as well as good behaviour 

 
Being Aware 
 
It is the job of everyone in our school to ensure that children are well behaved and 
that they receive the care and attention they deserve. Staff and children are urged to 
look out for lonely or unhappy children; these are just two of the symptoms of a child 
who is troubled.  Dealing with these behaviours may link to the school’s statutory 
duties under the Equality Act 2010. 
 
Children must be encouraged to tell others if they are unhappy or in any way bullied. 
All such enquiries will be followed up, investigated and, if necessary, steps taken to 
put matters right. 
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The power to discipline beyond the school gate 
Disciplining beyond the school gate covers the school’s response to all non-criminal 
bad behaviour and bullying which occurs anywhere off the school premises and 
which is witnessed by a member of staff or reported to the school. The governing 
body must be satisfied that the measures proposed by the head teacher are lawful. 
(see appendix 1) 
 

Searching and confiscation 
The Headteacher, Assistant Headteachers and two senior members of staff have a 
statutory power to search pupils or their possessions, without consent, where they 
suspect the pupil has certain prohibited items. The items that can be searched for 
under this power are knives or weapons, alcohol, illegal drugs and stolen items. 
School staff can seize any banned or prohibited item found as a result of a search or 
is considered to be harmful or detrimental to school discipline.(see appendix 2) 
 

Physical Intervention 
The use of physical intervention is very rare and is, wherever possible avoided. 
There may be occasions where the use of physical restraint is appropriate; for 
example if a child is hurting his/her self and/or others or making a threat to injure 
using a weapon. Any intervention used will always be minimal and in proportion to 
the circumstances of the incident. All physical intervention will be recorded. (see 
appendix 3 for guidance) 
 

Pastoral care for school staff 
If an employee is accused of misconduct and pending an investigation, the governing 
body will instruct the Headteacher to draw on the advice in the ‘Dealing with 
Allegations of Abuse against Teachers and Other Staff’ guidance when setting out 
the pastoral support school staff can expect to receive if they are accused of 
misusing their powers. 

 
Schools protocols on prevention of homophobic and transphobic bullying. 
Pupils are taught that anyone using the word ‘gay’ when describing something is a 
form of bullying and why it is wrong 
 
Pupils are taught that they should not ever get picked on by other children for not 
behaving like a ‘typical girl’ or a ‘typical boy’   
 
Pupils are taught in line with our sex education policy and that questions raised are 
handled at an age appropriate level. 
 
Should the situation arise, pupils will be encouraged to think if there is someone born 
a girl who would rather be a boy, or born a boy who would like to be a girl, they would 
feel safe at school and be included. 

 
School leadership team 
A racist and homophobic incident book is used to record any incidents of 
bullying and the local authority is notified in accordance with Telford and 
Wrekin policy. Parents are contacted and informed of any incidents in school 
and are made aware of the seriousness of the incident. 
 
Any homophobic language used against staff are also recorded. 
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The school’s bullying and safeguarding policies and equality policies address 
gender identity and sexuality 
 
Training will be provided for staff in how to tackle homophobic/transphobic 
bullying, including language  
 
Provision meets the needs of lesbian, gay, bisexual and transgender (LGBT) 
pupils, for example in sex and relationships education and other aspects of 
PSHE, including providing age-appropriate advice and guidance  
The school seeks to support LGBT pupils and those from LGBT families 
 

 Role of governors : 

Any incidents are recorded and the number of incidents and outcome are 
reported at full governing body meetings. 

Governors are aware of any homophobic/transphobic bullying or language in 
school and whether incidents are followed up effectively through the 
headteacher’s report. 

 
Resources available in school 
 

 Coalbrookdale passport 

 Behaviour strategy sheets personalised for individual children 

 Whole class incentive charts 

 Gold stars 

 You’re a star cards 

 House points 

 Raffle tickets 

 Stickers  
 
Outside Agency Support 

 

 CAMHS 

 Behaviour Support Service 

 Support from LA 

 Family and Education Support Worker 

 Admaston Pupil Referral Unit  

 Linden Centre 
 
Further reading and guidance 
 
http://www.education.gov.uk/schools/pupilsupport/behaviour/f0077153/use-
ofreasonable-force-advice-for-school-leaders-staff-and-governing-bodies 
 
http://www.education.gov.uk/schools/pupilsupport/behaviour/g0076647/guidance-for-
governing-bodies-on-behaviour-and-discipline 
 
http://www.education.gov.uk/schools/pupilsupport/behaviour/f0076803/advicefor-
headteachers-and-school-staff-on-behaviour-and-discipline 
 
http://www.ico.gov.uk/for_organisations/data_protection.aspx 
 
http://www.education.gov.uk/childrenandyoungpeople/sen/sen/types/clneeds/ 
a0013105/guidance-on-the-use-of-restrictive-physical-interventions 

http://www.education.gov.uk/schools/pupilsupport/behaviour/f0077153/use-ofreasonable-force-advice-for-school-leaders-staff-and-governing-bodies
http://www.education.gov.uk/schools/pupilsupport/behaviour/f0077153/use-ofreasonable-force-advice-for-school-leaders-staff-and-governing-bodies
http://www.education.gov.uk/schools/pupilsupport/behaviour/g0076647/guidance-for-governing-bodies-on-behaviour-and-discipline
http://www.education.gov.uk/schools/pupilsupport/behaviour/g0076647/guidance-for-governing-bodies-on-behaviour-and-discipline
http://www.education.gov.uk/schools/pupilsupport/behaviour/f0076803/advicefor-headteachers-and-school-staff-on-behaviour-and-discipline
http://www.education.gov.uk/schools/pupilsupport/behaviour/f0076803/advicefor-headteachers-and-school-staff-on-behaviour-and-discipline
http://www.ico.gov.uk/for_organisations/data_protection.aspx
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http://www.education.gov.uk/schools/pupilsupport/behaviour/f0076897/screeni 
ng 
 
http://www.education.gov.uk/aboutdfe/advice/f0076882/ensuring-goodbehaviour-in-
schools/allegations-of-abuse-against-staff 
 
http://www.homeoffice.gov.uk/publications/police/operational-
policing/pacecodes/?view=Standard&pubID=810826 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.homeoffice.gov.uk/publications/police/operational-policing/pacecodes/?view=Standard&pubID=810826
http://www.homeoffice.gov.uk/publications/police/operational-policing/pacecodes/?view=Standard&pubID=810826
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APPENDIX 1 

Agreed behaviour routines and strategies for lunch time  

End of lunch time 

Whistle is blown and staff raise their arm. 

Children ‘freeze on the spot’ – stand still and in silence (Wait for EVERY child to do 

this!). 

Staff signal for children to walk silently into line. 

Children are greeted by their teacher and move to class silently. 

Rewards 

The individual pupils can be rewarded by signing sections of their Coalbrookdale 

Passport. 

Sanctions 

If children do not follow the Coalbrookdale Way at lunch time the lunch time 

supervisors will write a ‘note’ to the teacher to inform them of their behaviour. Their 

names may then be put in the respect room book for a lunch time detention. 

If a child exhibits more challenging behaviour during lunch time their class teacher 

should be made aware and a teacher should be available to handle the situation and 

provide support.. 

 
If children do not follow the Coalbrookdale Way this is communicated to the class 

teacher to inform them of their behaviour.  Teacher’s follow up accordingly and may 

result in their name being entered into the Respect Room book for a lunch time 

detention. 

If a child exhibits more challenging behaviour either send the child into school to 
report to the class teacher. Should children not follow instruction the class teacher 
can be collected   
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Appendix 2 
 
The power to discipline beyond the school gate 
Disciplining beyond the school gate covers the school’s response to all non-criminal 
bad behaviour and bullying which occurs anywhere off the school premises and 
which is witnessed by a member of staff or reported to the school. The governing 
body must be satisfied that the measures proposed by the head teacher are lawful. 
 
Any bad behaviour when the child is: 

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

 travelling to or from school or 

 wearing school uniform or 

 in some other way identifiable as a pupil at the school. 
 
Or, misbehaviour at any time, whether or not the conditions above apply, that: 

 could have repercussions for the orderly running of the school or 

 poses a threat to another pupil or member of the public or 

 could adversely affect the reputation of the school. 
 
As a result of any of these behaviours, the Headteacher will collect witness 
statements from both adults and children who have witnessed the event. The parents 
of the child involved will be contacted and invited into school to discuss the matter. 
Sanctions for the bad behaviour will follow those issued by the school for bad 
behaviour during the school day. Parental support will be sought for sanctions which 
they are able to administered outside the school day. 
 
Following any incident, the Headteacher will consider whether it is appropriate to 
notify the police or Community Support Officers on Brookside of the actions taken 
against a pupil. If the behaviour is criminal or poses a serious threat to a member of 
the public, the police will always be informed. If there is any concern that the 
behaviour may be linked to the child suffering, or being likely to suffer, significant 
harm, Safeguarding procedures would be followed.  
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Appendix 3 
 
Searching and confiscation 
The Headteacher, Assistant Headteachers have a statutory power to search pupils or 
their possessions, without consent, where they suspect the pupil has certain 
prohibited items. The items that can be searched for under this power are knives or 
weapons, alcohol, illegal 
drugs and stolen items. School staff can seize any banned or prohibited item found 
as a result of a search or is considered to be harmful or detrimental to school 
discipline. 
 
Searching with consent 
Schools’ common law powers to search: 
School staff can search pupils with their consent for any item which 
is banned by the school rules. 
 
1. The school does not need to have formal written consent from the pupil for this 
sort of search – it is enough for the teacher to ask the pupil to turn out his or her 
pockets or if the teacher can look in the pupil’s bag and for the pupil to agree. 
 
2. Items which are banned in school include, mobile phones, electronic games or 
devices, any item which could be used as a weapon, matches, any form of drugs 
(including medicines, which have not been prescribed and a medical from 
completed), knives, firearms, sprays, alcohol or stolen items. 
 
3. If a member of staff suspects a pupil has a banned item in his/her possession, they 
can instruct the pupil to turn out his or her pockets or bag and if the pupil refuses, the 
teacher can apply an appropriate punishment as set out in the school’s behaviour 
policy. 
 
4. A pupil refusing to co-operate with such a search raises the same kind of issues as 
where a pupil refuses to stay in a detention or refuses to stop any other unacceptable 
behaviour when instructed by a member of staff – in such circumstances, schools 
can apply an appropriate disciplinary penalty. 
 
Searching without consent 
What the law says: 
 
What can be searched for? 
1. Knives or weapons, alcohol, illegal drugs and stolen items (referred to 
in the legislation as ‘prohibited items’). 
 
Can I search? 
2. Yes, if you are the Headteacher, Deputy headteacher or a senior member of staff. 
But: 
a. you must be the same sex as the pupil being searched; and 
b. there must be a witness (also a staff member) and, if at all possible, they should 
be the same gender as the pupil being searched. 
As a result of Mr Glover, Mr Rutherford and Mr Flint being the male members of staff, 
they would have the power to search a male pupil. This would be witnessed by a 
senior male member of staff.  
 
When can I search? 
3. If you have reasonable grounds for suspecting that a pupil is in possession of a 
prohibited item.  
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Authorising members of staff 
The Headteacher, Assistant Headteachers are authorised to use these powers.  
1. Teachers can only request a senior member of staff to undertake a search without 
consent if they have reasonable grounds for suspecting that a pupil may have in his 
or her possession a prohibited item. The teacher must decide in each particular case 
what constitutes reasonable grounds for suspicion. For example, they may have 
heard other pupils talking about the item or they might notice a pupil behaving in a 
way that causes them to be suspicious. 
 
2. The powers allow school staff to search regardless of whether the pupil 
    is found after the search to have that item. This includes circumstances     where 
staff suspect a pupil of having items such as illegal drugs or stolen property which 
are later found not to be illegal or stolen. 
 
Location of a search 
1. Searches without consent can only be carried out on the school premises or, if 
elsewhere, where the member of staff has lawful control or charge of the pupil. 
 
2. The powers only apply in England. 
 
During the search 
Extent of the search – clothes, possessions and trays 
 
What the law says: 
The person conducting the search may not require the pupil to remove 
any clothing other than outer clothing. ‘Outer clothing’ means clothing that is not 
worn next to the skin or immediately over a garment that is being worn as underwear 
but ‘outer clothing’ includes hats; shoes; boots; gloves and scarves. 
‘Possessions’ means any goods over which the pupil has or appears to 
have control – this includes trays and bags. A pupil’s possessions can only be 
searched in the presence of the pupil and another member of staff. The power to 
search without consent enables a personal search, involving removal of outer 
clothing and searching of pockets.  
Trays 
Under common law powers, schools are able to search trays for any item provided 
the pupil agrees. Pupils will have a tray on condition that they consent to have it 
searched for any item whether or not the pupil is present.  
 
If a pupil does not consent to a search then it is possible to conduct a search without 
consent but only for the “prohibited items” listed above. 
 
Use of force 
Reasonable force may be used by the person conducting the search (see appendix 
3). 
 
After the search 
The power to seize and confiscate items – general 
What the law allows: 
Schools’ general power to discipline, as set out in Section 91 of the Education and 
Inspections Act 2006, enables a member of staff to confiscate, retain or dispose of a 
pupil’s property as a disciplinary penalty, where reasonable to do so. 
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1. The member of staff can use their discretion to confiscate, retain and/or destroy 
any item found as a result of a ‘with consent’ search so long as it is reasonable in the 
circumstances. Where any article is thought to be a weapon it must be passed to the 
police. 
 
2. Staff have a defence to any complaint or other action brought against them. The 
law protects members of staff from liability in any proceedings brought against them 
for any loss of, or damage to, any item they have confiscated, provided they acted 
lawfully. 
 
Items found as a result of a ‘without consent’ search 
What the law says: 
 

 A person carrying out a search can seize anything they have reasonable 
grounds for suspecting is a prohibited item (that is a weapon/knife; alcohol; 
illegal drugs or stolen items) or is evidence in relation to an offence. 

 Where a person conducting a search finds alcohol, they must retain it for 
return to the parent. 

 Where they find controlled drugs, these must be delivered to the police as 
soon as possible. 

 Where they find other substances which are not believed to be controlled 
drugs these can be confiscated where a teacher believes them to be harmful 
or detrimental to good order and discipline.  

 Where they find stolen items, these must be delivered to the police or 
returned to the owner, providing it is safe to do so.  

 Any weapons or items which are evidence of an offence must be passed 
to the police as soon as possible. 

 It is school policy to always deliver stolen items or controlled drugs to the 
police. If the owners of the items are known and do not pose a threat to the 
pupil, these will be returned to the owner. 

 
Telling parents and dealing with complaints 
Schools are not required to inform parents before a search takes place or to 
seek their consent to search their child. 
 
1. There is no legal requirement to make or keep a record of a search, however as 
good practice the sheet below will be completed whenever a search and/or 
confiscation has taken place. 
 
2. The school will always inform the individual pupil’s parents or guardians where 
alcohol, illegal drugs or potentially harmful substances are found along with any other 
banned items which might be found. 
 
3. Complaints about screening or searching will be dealt with through the normal 
school complaints procedure. 
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Appendix 4 
 
The use of reasonable force 
 
What is reasonable force? 
(i) The term ‘reasonable force’ covers the broad range of actions used by most 
teachers at some point in their career that involve a degree of physical contact with 
pupils. 
(ii) Force is usually used either to control or restrain. This can range from guiding a 
pupil to safety by the arm through to more extreme circumstances such as breaking 
up a fight or where a student needs to be restrained to prevent violence or injury. 
(iii) ‘Reasonable in the circumstances’ means using no more force than 
is needed. 
(iv) As mentioned above, schools generally use force to control pupils and to restrain 
them. Control means either passive physical contact, such as standing between 
pupils or blocking a pupil's path, or active physical contact such as leading a pupil by 
the arm out of a classroom. 
(v) Restraint means to hold back physically or to bring a pupil under control. It is 
typically used in more extreme circumstances, for example when two pupils are 
fighting and refuse to separate without physical intervention. 
(vi) School staff should always try to avoid acting in a way that might cause injury, but 
in extreme cases it may not always be possible to avoid injuring the pupil. 
 
2 Who can use reasonable force? 
(i) All members of school staff have a legal power to use reasonable 
force 
(ii) This power applies to any member of staff at the school. It can also apply to 
people whom the head teacher has temporarily put in charge of pupils such as 
unpaid volunteers or parents accompanying students on a school organised visit. 
 
3 When can reasonable force be used? 
(i) Reasonable force can be used to prevent pupils from hurting themselves or 
others, from damaging property, or from causing disorder. 
(ii) In a school, force is used for two main purposes – to control pupils or to restrain 
them. 
(iii) The decision on whether or not to physically intervene is down to the professional 
judgement of the staff member concerned and should always depend on the 
individual circumstances. 
(iv) The following list is not exhaustive but provides some examples of 
situations where reasonable force can and cannot be used. 
 
Schools can use reasonable force to: 

 remove disruptive children from the classroom where they have refused to 
follow an instruction to do so; 

 prevent a pupil behaving in a way that disrupts a school event or a school trip 
or visit; 

 prevent a pupil leaving the classroom where allowing the pupil to leave would 
risk their safety or lead to behaviour that disrupts the behaviour of others; 

 prevent a pupil from attacking a member of staff or another pupil, or to stop a 
fight in the playground; and restrain a pupil at risk of harming themselves 
through physical outbursts. 
 

Schools cannot: 
use force as a punishment – it is always unlawful to use force as a punishment. 



19 

 
Using force 
A panel of experts3 identified that certain restraint techniques presented an 
unacceptable risk when used on children and young people. The techniques in 
question are: 
 

 the ‘seated double embrace’ which involves two members of staff forcing a 
person into a sitting position and leaning them forward, while a third monitors 
breathing; 

 the ‘double basket-hold’ which involves holding a person’s arms across their 
chest; and 

 the ‘nose distraction technique’ which involves a sharp upward jab under the 
nose. 

 
Staff training 
Training is provided for senior staff so that they are able to support staff across the 
school. A senior member of staff will always support other staff across the school.  
 
Telling parents when force has been used on their child 
All incidents of  reasonable force are recorded in order to support the child and staff 
involved. (see sheet below) 
 
What happens if a pupil complains when force is used on them? 
 

 All complaints about the use of force should be thoroughly, speedily and 
appropriately investigated. 

 Where a member of staff has acted within the law – that is, they have used 
reasonable force in order to prevent injury, damage to property or disorder – 
this will provide a defence to any criminal prosecution or other civil or public 
law action. 

 When a complaint is made the onus is on the person making the complaint to 
prove that his/her allegations are true – it is not for the member of staff to 
show that he/she has acted reasonably. 

 Suspension must not be an automatic response when a member of staff has 
been accused of using excessive force. Schools should refer to the “Dealing 
with Allegations of Abuse against Teachers and Other Staff” guidance where 
an allegation of using excessive force is made against a teacher. This 
guidance makes clear that a person must not be suspended automatically, or 
without careful thought. 

 Schools must consider carefully whether the circumstances of the case 
warrant a person being suspended until the allegation is resolved or whether 
alternative arrangements are more appropriate. 

 If a decision is taken to suspend a teacher, the school should ensure that the 
teacher has access to a named contact who can provide support. 

 Governing bodies should always consider whether a teacher has acted within 
the law when reaching a decision on whether or not to take disciplinary action 
against the teacher. 

 As employers, schools and local authorities have a duty of care towards their 
employees. It is important that schools provide appropriate pastoral care to 
any member of staff who is subject to a formal allegation following a use of 
force incident. 
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What about other physical contact with pupils? 

 It is not illegal to touch a pupil. There are occasions when physical contact, 
other than reasonable force, with a pupil is proper and necessary. 

 Examples of where touching a pupil might be proper or necessary: 
 
a. Holding the hand of the child at the front/back of the line when going to 

assembly or when walking together around the school; 
b. When comforting a distressed pupil; 
c. When a pupil is being congratulated or praised; 
d. To demonstrate how to use a musical instrument; 
e. To demonstrate exercises or techniques during PE lessons or sports 

coaching; and 
f. To give first aid. 
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. 
 

Name of child:                                                           (Male/Female)      Class: 
 

Search and confiscation Record 
 

Reason for the search 
 
 
 
 
 
 
 

 

Names of staff carrying out the search and those staff acting as witness 
include title 
 

1.  
2.  

 

 

Items found 
 
 
 
 

 
 

Other agencies involved – please list with name and title 
 
 
 
 
 
 

 
 

Parents contacted 
 
Date: 
 
Time: 
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Sanctions/Next steps 
 
 
 
 
 
 
 
 
 

 
 

Meeting with parent and child following the incident 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Any further intervention or agency involvement required 
 
 
 
 
 
 
 
 
 
 
 

 
Signed:                                                                                          Date:           
 
Designation:                       
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Name of child:                                                           (Male/Female)      Class: 
 

Reasonable Force Record 
 

Reason for the use of reasonable force 
 
 
 
 
 
 

 

Names of staff using reasonable force 
 

1.       
2.  

 
 

Other agencies involved – please list with name and title 
 
 
 
 
 
 
 

 
 

Parents contacted 
 
Date: 
 
Time: 

 
 

Sanctions/Next steps 
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Meeting with parent and child following the incident 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Any further intervention or agency involvement required 
 
 
 
 
 
 
 
 
 

 
Signed:                                                                                          Date:           
 
Designation:                      
 
Disciplining beyond the school gate covers the school’s response to all non-criminal 
bad behaviour and bullying which occurs anywhere off the school premises and 
which is witnessed by a member of staff or reported to the school. The governing 
body must be satisfied that the measures proposed by the head teacher are lawful.  

 
Summary 
 
This document seeks to formalise the philosophy and good practices which are 
already taking place at Coalbrookdale and Ironbridge C.E. Primary School.  It is 
intended to be built upon the belief that the promotion of self-discipline through 
positive reinforcement of good behaviour is the most effective way of promoting 
caring and responsible attitudes in our children. 
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Appendix 5 

Home – School Agreement 

Child’s name………………………………………………………………………………………………………… 

 

At School, we aim to:- 

 Uphold the Coalbrookdale Way 

 Provide a challenging teaching and learning programme within a Christian framework. 

 Improve, continually, the standard of education provided for the children. 

 Encourage children to achieve their full potential. 

 Inform parents of the children’s progress at regular meetings. 

 Encourage children to take care of their surroundings and be caring to others around 
them. 

 Provide a secure, caring and stimulating environment which will allow maximum 
opportunities to work and learn. 

 Keep parents informed regularly about general school matters. 

 Provide a child’s Right to Education (Reception/KS1 – at least 21 hours per week, KS2 – 
at least 23.5 hours per week) 

 

Headteacher’s signature …………………………………………..……………Date………………….…… 

 
As Parent/Guardian I will try to:- 

 Make sure my child arrives at school on time. 

 Make sure my child attends regularly and inform the school of reasons for any absence. 

 Support the school in its efforts to maintain good behaviour, discipline and respect for 
their surroundings. 

 Make the school aware of any concerns that might affect my child’s work or behaviour 
as soon as is practically possible. 

 Adhere to the school dress code and support the school in labelling all garments. 

 Attend Consultation Meetings twice a year discuss my child’s progress. 

 Encourage my child to develop good homework skills. 

 Adopt safe practices by parking in designated car parks (Dale End or Wharfage) to 
ensure safety of children. 

 Adhere to schools Healthy Eating Policy. 
 

Parent’s/Guardian’s signature ……………………………………………………Date………………….… 

 

The Coalbrookdale Way - a time to shine! 
 

At Coalbrookdale we will: 

 Be kind, supportive and caring because everyone matters. 

 Be polite and show good manners in all we do. 

 Treat others how we would like to be treated. 

 Show respect for our school and value other people’s belongings. 

 Always try to shine through your work and have fun! 
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Appendix 6 
 
Telford & Wrekin - Fair Access Protocol – Updated 2012 
 
Managed Moves, Pupils at Risk of Exclusion and Permanently Excluded Pupils  

 
Rationale 
 
The Government has national and local policies for managing and funding exclusions 
and states that:  
 
“Schools in an area should be encouraged and enabled to take collective 
responsibility for preventing exclusions as far as possible, including effective 
alternatives to exclusion, and for making educational provision for those who are 
excluded”. 
 
 “The 21st Century school system ….will be one in which, to achieve their core 
mission of excellent teaching and learning, schools look beyond traditional 
boundaries, are much more outward-facing, working in closer partnership with 
children, young people and parents; other schools and colleges and learning 
providers’.  21st Century schools: A World Class Education for Every Child DCSF 
2008 
 
‘The need for schools to operate in partnership with each other and with those 
organisations supporting children should be beyond question. 
Behaviour and attendance partnerships engage schools working together to promote 
high standards and to meet the needs of the children in the community. Working 
together schools can achieve far more than they can acting alone. 
All schools have a responsibility to promote the interests of the children in their care. 
The intention to require all schools to be members of behaviour and attendance 
partnerships is a necessary move to ensure that children experience good practice 
regardless of the school where they attend or the area in which they live.’ 
Learning Behaviour: Lessons Learned.  
A review of behaviour standards and practices in our schools 
Sir Alan Steer April 2009  
 
Principles 
 

 This protocol is based on the principle of inclusion.   
 

 The practice set out below is intended to support schools and their partners to 
ensure, as far as possible, that pupils receive a full time education in their 
allocated school and that no pupil is unnecessarily excluded.   

 

 The protocol sets out the obligations and responsibilities placed on both schools 
and the LA, firstly to avoid exclusion whenever possible, and, secondly to 
manage unavoidable exclusions in a professional and equitable manner.   

 

 The provisions of the protocol are further intended to ensure that, where an 
exclusion or transfer is unavoidable, the processes are swift, equitable to all, and 
continue to be inclusive in nature.  

 

 In this protocol “parent” includes all those with “parental responsibility” for the 
pupil and anyone who currently has care of the pupil. 
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 All Primary, Junior and Infant schools and Admaston short stay provision will 
take part. 

 

 Schools will continue to admit a large majority of pupils who apply for an 
available place under normal admission arrangements. 

 

 Parents will still have the right of appeal to an Independent Panel for their 
preferred school, but information will be given to the panel if a more appropriate 
school has already been identified for the pupil through the protocol. 

 
This protocol is based on the principle of partnership.  The practice set out below is 
based on a recognition that schools as a whole, the Local Authority (LA) and other 
services have both individual and collective responsibility to provide a full-time and 
appropriate education for Telford and Wrekin pupils and that this is best achieved by 
working together in order to: 
 

 Develop effective alternatives to exclusion, and for making educational provision 
for those who are excluded. 
 

 Ensure that there is a well-structured re-integration programme so that 
permanently excluded and managed-move pupils are reintegrated speedily into 
another school, or are provided with suitable full-time education. 
 

 Avoid individual schools being overwhelmed by having to take too many fixed 
term or permanently excluded pupils. 
 

 Ensure that funding arrangements support closer co-operation between schools 
and the LA and are flexible enough to meet the cost of appropriate preventive 
measures and alternative provision. 
 

 Provide both inside and outside school, a broad range of high quality alternative 
educational provision for permanently and fixed term excluded pupils, and also 
those at risk of exclusion. 
 

 Support the principles of The Education and Inspections Act 2006, the 
‘Improving Behaviour and Attendance: guidance on exclusion from schools and 
pupil referral units’ (September 2008) and the DCSF amended guidelines within 
the Schools Admissions Code (February 2009) and the guidance and 
recommendations in the Steer report – ‘Learning Behaviour: Lessons Learned’ 
(April 2009). 

 
General 
 

 This protocol is part of a constantly evolving process but has a formal annual 
review at the end of each academic year. Following the review the LA will 
present a report to LA Heads of Service and / or the LA School Improvement 
team, the Local Admissions Forum and the Primary Heads Forum. 
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 The LA will keep detailed statistics of all cases dealt with under the terms of this 
protocol and will present an analysis showing the current situation and any 
trends on an annual basis to members of the Primary Fair Access Panel. This 
information will inform the report presented to LA Heads of Service and / or the 
LA School Improvement Team, the Local Admissions Board, the report to the 
‘Officer of Schools Adjudicator’, to the Children’s Trust Board and to Primary 
Heads Forum. 

 

 The LA will be pleased to receive feedback on the workings of this protocol and 
the whole exclusions process Feedback can be given both formally e.g through 
the FAP feedback sheets circulated after every meeting and / or informally. Such 
information will be collated annually and used as part of the annual review 
process. 

 

 The provisions of this protocol will also apply to pupils who arrive from out of 
area with similar difficulties or Telford & Wrekin pupils permanently excluded 
from schools in another LA. 

 

 The right of a head teacher to permanently exclude a pupil is not affected by this 
protocol. However the LA would not expect this sanction to be taken against 
children in care. Further advice on such cases can be seen on pages 9-16 Stage 
3. The DCSF Exclusion Guidance (September 2008) states that exclusion of 
children in care should be an absolute last resort.  

 

 This protocol is not intended for use in circumstances where parents themselves 
initiate a transfer from one school to another.  In these cases the LA’s normal 
admission procedures and associated protocol should be followed.  However, in 
situations where a pupil’s behaviour is of such significant concern that the pupil 
might otherwise have been at risk of exclusion, it may be helpful to consider a 
managed move so that the appropriate planning and support can be offered. 

 

 The LA will identify and share good practice with partner schools through the 
Primary Heads Forum. 

 

 Both Primary and Secondary Fair Access Panels welcome the attendance of 
other colleagues to observe protocols and procedures as part of the school and 
Local Authority offer for continued professional development. 

 
Stage 1  
 
All partners will endeavour to avoid exclusion by: 
 

 Early identification of pupils with behavioural problems, including effective  
liaison between schools and early years settings; 

 

 Ensuring that, as far as possible, a curriculum appropriate to the needs and 
learning styles of at- risk pupils is planned and delivered; 

 

 Ensuring that all staff have a shared understanding of the school’s behaviour 
policies and procedures and receive the training necessary to apply them in both 
teaching and non teaching situations; 

 

 Establishing an ethos, curriculum, policies and routines in which pupils can learn 
and model good behaviour and, particularly, in which conflict is avoided; 
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 Tackling persistent low level disruption;  
 

 Ensuring that all pupils and parents/carers are very clear about the school’s 
expectations in relation to behaviour. 

 
 

Managed Moves 
 
There are a number of occasions where schools broker managed moves without 
access to the Fair Access Panel. In these cases the following guidelines should be 
adhered to: 
 

 It is the responsibility of the Headteacher of the referring school to broker the 
managed move with the Headteacher of the receiving school. 

 

 It is the responsibility of the schools and the family to discuss the transport 
implications at the initial discussion, prior to any Managed Move taking place.  
The LA will not meet the cost of transport for Managed Move pupils.  It is the 
responsibility of the two schools and the family to agree who is financially 
responsible for any necessary transport arrangements.  

 

 The referring school should liaise with the Headteacher of the proposed school 
to arrange visits and meetings to discuss the integration of the pupil. 

 

 The referring school should identify a named person, e.g. SENCO, class teacher 
or teaching assistant, who will provide support for the pupil/family and be a key 
figure throughout the integration period. 

 

 The receiving school should call a transition TAC meeting for pupils for whom 
this is appropriate. Both Head teachers and their representatives should attend 
this meeting.  

 

 Any requests to transfer pupils’ files should be treated with the highest priority; 
all files must be transferred in advance of the pupil’s admission to a new school. 

 

 The receiving school should do everything possible to make the managed move 
work successfully including careful liaison with the previous school, and 
Admaston Short Stay School, where appropriate. 

 

 The receiving school should initiate contact as soon as possible with the new 
family, ensuring that the pupil and his/her family are made to feel welcome and 
included. 

 

 The receiving school should identify a named person, e.g. class teacher or 
teaching assistant, who will provide support for the pupil/family and be a key 
figure throughout the induction period. 

 

 Procedures to monitor the progress of the new pupil and strategies to support 
him/her should be put in place and discussed with both pupil and parent/carer. 

 

 When a pupil leaves a school, the staff should finalise arrangements. When this 
occurs through a managed move this is often overlooked hence it is important for 
both the pupil and school staff to have closure as deemed appropriate. 
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 Pupils will remain on the roll of the home school until the date on which (s) he is 
admitted to the receiving school. 

 

 The referring school should notify the LA Placement Team to confirm the 
managed move 

 

 Once the managed move notification form has been submitted to the LA 
Placement Team the AWPU funding will be transferred to the receiving school, 
backdated to the date of admission. 

 
Stage 2  
 
For pupils whose behaviour causes concern beyond acceptable levels, there should 
be a range of provision and responses. Fixed term exclusions should only be used as 
a last resort.  

 
School Responsibilities: 
 

 Complete paperwork for referral to the Primary Fair Access Panel (PFAP) to 
seek guidance and, when appropriate, additional support (See Appendix I, 2, 3, 
4). 

 

 Transport: 

 Any request for transport assistance following a placement at an alternative 
school via the Fair Access Panel  will be considered against the criteria in 
Education’s Home to School Transport Policy (see Sections C & D, Appendix II)  

 

 Attend PFAP to present the request for advice and/or support. 
 

 Schools should ensure that parents/carers (including a social worker for children 
in care when applicable) become involved and are kept informed when a pupil’s 
behaviour becomes unacceptable.  

 

 Careful and detailed records of incidents, interventions, contact with parents and 
strategies employed should be kept on the pupil’s file. 

 

 The schools should consider the case for an Individual Education Plan (IEP) or 
Individual Behaviour Plans (IBP) if they are not already in existence. 

 

 Consideration should be given to the pupil’s special educational needs status 
and/or whether their special educational needs are being met, including bringing 
forward an annual review if a pupil has a statement. In cases where the pupil has 
a statement the relevant Education Officer for SEN must be informed/involved. 

 

 Schools should ensure that a variety of strategies are employed to overcome the 
emerging difficulties. 

 

 Schools should be aware of, and prepared to use the wide range of support 
services available to help pupils, their families and teachers when endeavouring 
to overcome mounting or serious behaviour problems.  This would usually be in 
the form of a CAF and a TAC meeting. 
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 Schools should consider the use of Parenting Contracts and Orders for 
behaviour if it is felt appropriate. 

 

 Schools and key personnel should recognise that a willingness to be flexible and 
sensitive to the needs of pupils and their families is more likely to generate 
improvements than inflexibility or insensitivity. 

 

 If the Headteacher takes the decision to give a pupil a fixed term exclusion or to 
permanently exclude a pupil, within one school day (a legal requirement) the 
head teacher must inform the governing body and the LA of: 

 
o Exclusions which would result in the pupil being excluded for more than five 

school days (or more than ten lunchtimes) in any one term; and 
o Exclusions which would result in the pupil missing an examination; 

 

 Schools must provide full-time education from the sixth day of any fixed period of 
exclusion (this is a legal requirement) and the LA should be notified of what 
arrangements for provision have been made. This should be off site, but if 
shared with another provision may be on site.  

 

 The Education and Inspections Act 2006 requires full-time education from the 
sixth day of an exclusion. However, to ensure that there is minimal disruption to 
the education, when a child or young person in care is excluded, it is the 
Government’s view that the schools should arrange alternative provision from 
the first day of a fixed term exclusion.  

 

 In cases of exclusions schools should inform parents/carers that during the first 
five days of any exclusion parents/carers must ensure that their children are not 
present in a public place during school hours without reasonable justification and 
may be committing an offence. Parents/carers are subject to prosecution or a 
fixed penalty notice of £50 if they fail to do this.  

 

 Informal exclusions are not used under any circumstances, i.e. pupils must not 
be sent home without following the formal exclusion process (informal exclusions 
are not allowed by law); 

 Part-time and modified time-tables are used only in exceptional circumstances 
and only for an agreed fixed term and with a clear plan of reintegration.  The 
appropriate paperwork must be completed and sent to the Attendance Support 
Team. Arrangements for part-time study should be clearly explained to 
parents/carers and the details recorded in the pupil’s IEP or IBP  (see relevant 
documentation in the Part-Time Protocol) 

 For children in care the relevant Social Worker and Education officer must be 
informed/ involved. 

 
Local Authority Responsibilities: 
 

 The LA will provide support through Early Intervention/Integrated Childcare to 
help tackle underlying personal or family problems which may lead to exclusion. 

 

 Early Intervention/Integrated Childcare will work closely with schools to ensure 
that pupils are identified as early as possible to prevent exclusion. 
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 Provide support and advice through the School Improvement Learning and 
Behaviour Team. 

 

 Advice can be sought from the LA Placements Team. 
 
Stage 3 
 
For pupils whose behaviour causes such concern that, despite the measures that 
have been put in place to support them, they are in imminent danger of being 
permanently excluded.  
 
A managed move to another school and/or referral to the Fair Access Panel would be 
an appropriate alternative. 
 
The options are: 
 

 Advice from the panel regarding additional strategies which the school could 
employ to meet the individual needs of the child 

                                             or 

 Intervention at Admaston Short Stay School for an assessment and intervention 
programme then a supported reintegration to their own school 

                                             or 

 Intervention at Admaston Short Stay School for an assessment and intervention 
programme then a supported  managed move to another school 

(refer to Sections C & D, Appendix II re transport implications) 
                                             or 

 Outreach support from Admaston Short Stay School  
                                             or 

 Inclusion support in own school by Learning and Behaviour Team (BST or 
Inclusion Mentor).  

  
School Responsibilities: 
 

 Appendix I - 4 explains the course of the Fair Access Panel  
 

 Before considering permanent exclusion for any Child in Care either in Telford 
and Wrekin or another authority where a pupil is attending an education setting, 
you should contact and liaise closely with the Corporate Parenting Team. The 
school should call an urgent review of the pupil’s PEP and invite a representative 
of the Corporate Parenting Team to discuss issues / provision. The DCSF 
Exclusion Guidance (September 2008) states that exclusion of children in care 
should be an absolute last resort.  

 

 The Education and Inspections Act 2006 requires full time education from the 
sixth day of an exclusion. However to ensure that there is minimal disruption to 
the education, when a child or young person in care is permanently excluded, it 
is the Government’s view that the LA should arrange alternative provision from 
the first day of a permanent exclusion.  

 

 Before considering permanent exclusion for any pupil under statutory 
assessment or already in receipt of a Statement of SEN you should contact and 
liaise closely with your school’s allocated Education Officer for SEN.  For all 
pupils with a Statement of SEN schools should call an urgent annual review 
meeting and invite the Education Officer for SEN to discuss issues / provision.  
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 In cases of exclusions, schools should inform parents/carers that during the first 
five days of any exclusion parents/carers must ensure that their children are not 
present in a public place during school hours without reasonable justification and 
may be committing an offence. Parents/carers are subject to prosecution or a 
fixed penalty notice of £50 if they fail to do this.  

 

 If a Headteacher decides to refer the student’s case to the Primary Fair Access 
Panel, the school should complete in full the Request for Additional Support form 
(Appendix Il) and provide as much detail as possible about the pupil and the 
events which have led up to the referral, including review of PEP for children in 
care.  

 

 Sufficiently detailed information should be submitted in order to justify any 
request for additional support or to remove the pupil. 

 

 The school’s recommendation for the most appropriate route for the pupil should 
also be provided. 

 

 Schools should be explicit in what they expect from the Fair Access Panel 
(please tick one box on the form).  

 

 The form must be signed by the head teacher. 
 

 The school must have the pupil’s parents/carers’ (or social worker’s for children 
in care) written consent to the move and the form must be signed by the parent / 
carer.   

 

 The school must ensure that the parents/carers understand clearly that they lose 
any right of hearing or appeal to the governors or an independent appeal panel.   

 

 A form is attached at appendix Il (at the end of the ‘Request for Additional 
Support form’) to obtain parent/carers’ written consent. 

 

 Appendix III attached is a parents/carers information leaflet which explains the 
process for parents. 

 

 The completed forms should be sent to the Admin. Officer for Inclusion and 
Elected Home Education at least one week prior to the Fair Access Panel 
meeting.(Deadline is 12.00 noon on the Thursday preceding the scheduled FAP 
meeting) 

 

 The Headteacher/Deputy Headteacher/Assistant Headteacher, along with other 
staff members if deemed helpful by the school, must attend the Fair Access 
Panel to give further information about the pupil and answer questions from 
panel members in order to get a full picture of the child’s needs. 

 
Local Authority Responsibilities: 
 

 Advice can be sought from the LA Placements Team. 
 

 The LA will respond to the referring school, normally within 2 working days by: 
o Confirming receipt of information 
o Making and discussing an alternative recommendation 
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o Referring back for further information 
o Referring back for further action by the school 

 

 Invite referring school’s Head teacher to the panel 
 

 Organise and bring relevant paperwork to the Fair Access Panel – including 
information from Early Intervention/Integrated Childcare. 

 

 Will provide appropriate detailed information so that a report may be given to the 
Primary Heads Forum on an annual basis. 

 
Fair Access Panel 
 

 The Fair Access Panel will meet every 3 weeks and will consist of: 
o 5 Headteachers representing each of the Clusters 
o Service Delivery Manager: Consultancy and Advisory Services 
o Head of  Admaston Short Stay School (or their representative) 
o Team Leader: Learning and Behaviour 
o Early Intervention Group Manager 
o Group Manager - Access and Achievement   
o Representative from Placements Team 
o Administrative Officer 
o CAMHS representative 

 

 In considering their response to the referral, Headteachers and LA officers will 
take into account  

 
o The seriousness of the event(s) which triggered the referral 
o The pupil’s attendance, attainment and progress 
o The efforts which the school has made to improve the pupil’s behaviour 
o Equity of placements information 
o CAF and TAC process 
o The extent to which the school has employed the support of internal and 

external agencies 
o The range of strategies used by the school to meet the child’s needs  
o The likelihood of a successful outcome if the pupil is moved to another 

mainstream school 
o The pupil’s SEN and/or disability  
o Children in Care 
o The information received from the school with regard to their school profile 

 
Once a course of action has been agreed by the Fair Access Panel a feedback form 
summarising the agreed outcomes will be sent to the Headteacher who presented 
the case and to the organisations being asked to provide the additional / alternative 
support. The following provisions apply: 
 
(All requests for further information or clarification about pupils in these 
circumstances should be treated with the highest priority by all parties.) 

 
i. Advice from the panel regarding additional strategies which the school could 

employ to meet the individual needs of the child 
 
ii. Intervention at Admaston Short Stay School for an assessment and intervention 

programme then a supported reintegration to their own school 
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iii. Intervention at Admaston Short Stay School for an assessment and intervention 
programme then a supported  managed move to another school 

 
iv. Outreach support from Admaston Short Stay School  (in some circumstances 

this may be followed by a managed move to another school)       
 
v.  Inclusion support in own school by a member of the Learning and Behaviour 

Team  
 
If a managed move is required: 
 

 The LA will broker the managed move with the receiving school. This will be 
done with the backing of the Primary Fair Access Panel. 

 

 The Head of Admaston Short Stay School should liaise with the referring school 
to arrange visits and a support package. 

 

 The receiving school should call a transition TAC meeting for pupils for whom 
this is appropriate. Representatives (Head teacher or their representative) from 
both schools should attend. Head of Admaston Short Stay School should be 
invited as appropriate. 

 

 Any requests to transfer pupils’ files should be treated with the highest priority; 
all files must be transferred in advance of the pupil’s admission to a new school. 

 

 Pupils will remain on the roll of the home school until the date on which (s)he is 
admitted to the receiving school. 

 

 The receiving school should liaise with the Head of Admaston Short stay School 
to arrange visits and meetings to discuss the integration of the pupil. 

 
[Part-time placements at Admaston Short Stay School are time limited, with the 
intention that pupils are re-integrated back in to a main stream school as soon as 
possible. On entry to Admaston a school will be named, this is in order to ensure that 
a successful re-integration back in to a main stream learning environment is secured. 
However, where a pupil has been permanently excluded or, in exceptional cases, 
where the Head of School Improvement Service deems it necessary, immediate 
placement in to Admaston may be necessary.] 
 

o Pre-entry meetings are held between the Headteacher of the Admaston 
Short Stay School, the pupil and the parents.  

o Parents and pupils visit Admaston 
o Staff from Admaston visit the pupil in their receiving school to support their 

learning and behavioural needs. 
o A short mid-placement review meeting is held to consider pupil’s progress  
o A re-integration meeting is held in order to plan with the school for the pupil 

to return to full-time. 
o In exceptional circumstances the placement may be extended. 
o An end of placement report is produced for each pupil. 

  

 The receiving school should use the time whilst the pupil is attending Admaston 
and the information available to plan an appropriate induction and curriculum 
individually designed to meet the needs of the pupil.  Such a package might 
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include phased admission, or other planned activities outside the normal 
curriculum. 

 

 The receiving school should do everything possible to make the managed move 
work successfully including careful liaison with the previous school, Admaston, 
and Integrated Children Services. 

 

 The receiving school should initiate contact as soon as possible with the family, 
ensuring that the pupil and his/her family are made to feel welcome and 
included. 

 

 The receiving school should identify a named person, e.g. SENCO, class 
teacher or teaching assistant, who will provide support for the pupil/family and be 
a key figure throughout the induction period. 

 

 Procedures to monitor the progress of the new pupil and strategies to support 
him/her should be put in place and discussed with both pupil and parent/carer. 

 

 Once the managed move notification form has been submitted to the LA the 
AWPU funding will be transferred to the receiving school, backdated to the date 
of admission. 

 
Managed move with support from the Learning and Behaviour Team as part of 
a package of support  
 

 The Local Authority will broker the managed move with the receiving school. 
This will be done with the backing of the Primary Fair Access Panel 

 

 Learning and Behaviour Team representative will liaise with the referring school 
to arrange visits and discuss a support package. 

 

 The referring school should liaise with the Headteacher of the proposed school 
to arrange visits and meetings to discuss the integration of the pupil. 

 

 The referring school should identify a named person, e.g. class teacher or 
teaching assistant, who will provide support for the pupil/family and be a key 
figure throughout the integration period. 

 

 The receiving school should call a transition TAC meeting for pupils for whom 
this is appropriate. This should include the head teacher or their representative.  

 

 Any requests to transfer pupils’ files should be treated with the highest priority; 
all files must be transferred in advance of the pupil’s admission to a new school. 

 

 The receiving school should do everything possible to make the managed move 
work successfully including careful liaison with the previous school, L&B 21, and 
Integrated Service Manager. 

 

 The receiving school should initiate contact as soon as possible with the new 
family, ensuring that the pupil and his/her family are made to feel welcome and 
included. 
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 The receiving school should identify a name person, e.g. class teacher or 
teaching assistant, who will provide support for the pupil/family and be a key 
figure throughout the induction period. 

 

 Procedures to monitor the progress of the new pupil and strategies to support 
him/her should be put in place and discussed with both pupil and parent/carer. 

 

 When a pupil leaves a school, the staff like to finalise arrangements. When this 
occurs through a managed move this is often overlooked hence it is important for 
both the pupil and school staff to have closure as deemed appropriate. 

 

 Pupils will remain on the roll of the home school until the date on which (s)he is 
admitted to the receiving school. 

 

 Once the managed move notification form has been submitted to the LA the 
AWPU funding will be transferred to the receiving school, backdated to the date 
of admission. 

 
Permanent exclusion 
 

 The LA will make provision for those pupils who are permanently excluded. From 
September 2007 this will be from the 6th day of any permanent exclusion. This is 
a legal requirement. 

 

 Before considering permanent exclusion for any Child in Care either in Telford 
and Wrekin or another authority where a pupil is attending an education setting, 
you should contact and liaise closely with the Corporate Parenting Team. The 
school should call an urgent review of the pupil’s PEP and invite a representative 
of the Corporate Parenting Team to discuss issues / provision. The DCSF 
Exclusion Guidance (September 2008) states that exclusion of children in care 
should be an absolute last resort.  

 

 The Education and Inspections Act 2006 requires full time education from the 
sixth day of an exclusion. However, to ensure that there is minimal disruption to 
the education, when a child or young person in care is permanently excluded, it 
is the Government’s view that the LA should arrange alternative provision from 
the first day of a permanent exclusion.  

 

 In cases of exclusions schools should inform parents/carers that during the first 
five days of any exclusion parents/carers must ensure that their children are not 
present in a public place during school hours without reasonable justification and 
may be committing an offence. Parents/carers are subject to prosecution or a 
fixed penalty notice of £50 if they fail to do this.  

 

 Within one school day the head teacher must inform the governing body and 
the LA of a permanent exclusion. This is a legal requirement. 

 

 To provide full time education for a pupil who has been permanently excluded 
from the 6th day is a statutory obligation. 
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 In all but the most exceptional cases, pupils will be reintegrated to another 
mainstream school only after a period of time in the Admaston Short Stay 
School. A key element of the programme of work in Admaston will be regular 
assessments of behaviour and attitudes to ensure pupils are ready for return to 
school.   

 

 The Admaston Short Stay School, in conjunction with the Placements Team will 
arrange for the re-admission of permanently excluded pupils fairly among all 
schools.  

 
o Pupil’s case would be presented to the Primary Fair Access Panel. 
 
o Contextual information regarding schools would be available to members of 

the Primary Fair Access Panel.  
 
o When placing a pupil in another mainstream school consideration will be 

given to parental preference and the circumstances surrounding the 
managed move. 

 
o Where possible the next nearest school to the pupil’s home will be 

requested.  
 

 Admaston Short Stay School will provide a package of support for the pupil as 
part of the reintegration process. 
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Appendix 7 
 
 
 
     
 
                                                      
 
 
 
                                                      
 
 
 

 
                                                      
 
 
 
 
 
 
 
                                                      
                                                      
 
 
 
 
        
 

 
KS 3 / 4 pupil 

 
KS 1/ 2 pupil 

Pupil without Statement of SEN  
 

Procedure for ‘Requests for Additional Support’ for 
pupils with BESD 

 
 
 
 
 
n 

Pupil with Statement of SEN 

Review of current provision / support via: 
 School / Pathways 

 Pupil progress meeting 

 TAC meeting / plan 

 Learning and Behaviour Team Leader 

 Education Officer – Placements 

 P.E.P. meeting [for CiC] 

 Meeting with Parents 

If the pupil has a statement of SEN there is no need 

to refer to Fair Access Panel as there are already 

established routes to access additional support. 

 

1. When the pupil is not making adequate 

progress 

 Review the pupil’s provision map 

 Consider additional intervention 

programmes 

 Consider alternative ways to deliver the 

curriculum within school 

 Review deployment of whole school 

resources, support staff and teaching 

materials 

 Seek advice from inclusion support 

services and other agencies 

 Call an annual review 

 

2. If an intervention at a short-stay school is being 

considered 

 complete a CAF then convene a TAC 

meeting to make a referral for BST 

intervention 

 if BST recommends short-stay school 

complete the request form, with parental 

consent, send to SEN team 

 

Note: all referrals for statemented pupils to attend 

Admaston short-stay school are prioritised 

according to available places and the level of each 

pupil’s need at the LA Officer’s placement panel 

[held every three weeks]. The school and parents 

are informed if a place is allocated. 

 

3. If a change of placement is being considered 

 consult with inclusion support services, 

particularly the educational psychologist if 

special school is being considered 

 take advice from an SEN education officer 

if needed 

 hold an annual review involving the 

agencies involved 

 send recommendations with reasons and 

supporting evidence to SEN team as part of 

the annual review report. 

Options to consider: 
 Intervention programme 

 Curriculum delivery 

 Support via SA+ funding 

 Alternative Curriculum 

 [KS4 only] e.g. Travel 

2 Learn, re-engagement 

programme 

 Modified timetable 

 Advice from 14 – 19 team 

 Consultation with EPS, 

SALT, SIS, LSAT, EWO, 

SMDS, YOS, YISP 

 Support from L & B via 

TAC meeting – request 

BST teacher  

 Managed Move 

 Referral to SFAP 

 

 

Options to consider: 
 Support from L & B via 

TAC meeting – request 

BST teacher or  

 L & B Inclusion Mentor 

who works with pupil in 

own school 

 Learning Mentor 

 Nurture Group 

 Support via SA+ funding 

 Consultation with EPS, 

SALT, SIS, LSAT 

 Referral to PFAP 

 CAMHS 

 

Referral to Secondary Fair 

Access Panel   

 

Referral to Primary Fair 

Access Panel  
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                         [Continued from previous page] 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Pupils with serious physical medical needs may be referred directly to Betty Ellis-Martin at King Street 
14 -19 Alternative Provision. A consultant’s letter will be required to support the referral indicating that 
the pupil is not fit for mainstream school. 

 

 Pupils with serious mental health issues who are seeking a placement at King Street 14 -19 Alternative 
provision should make the usual school referral via the Secondary Fair Access Panel. A consultant’s 
letter from CAMHS will be required to support the referral indicating that the pupil is not fit for 
mainstream education. 

 

 

Referral to Primary Fair 

Access Panel 

 

Referral to Secondary Fair 

Access Panel 

Support available via Primary Fair Access 

Panel : 

 
Please refer to list over page, numbers i - iv 

Support available via Secondary Fair Access 

Panel : 

 
Please refer to list over page, numbers i - iv 

 

Post Fair Access Panel: 
1. Placements Team complete outcome and feedback 

forms and send, electronically, to Headteacher, 

Behaviour Managers and the organisations who were 

asked to provide additional support. 

2. Pupil’s papers are forwarded to the recommended 

provision. 

3. Inclusion team will monitor pupil’s placement until 

pupil is on roll. 

4. AWPU will be transferred / deducted to receiving school 

when Inclusion Team receives completed form. 
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Support available via Primary Fair Access Panel: 

 
i. Advice from the panel regarding additional strategies which the school could employ to meet  

       the individual needs of the child or 

ii. Intervention at Admaston Short Stay School for an assessment and intervention programme then a supported 

reintegration to their own school  or 

iii. Intervention at Admaston Short Stay School for an assessment and intervention programme then a supported 

managed move to another school or 

iv. Outreach support from Admaston Short Stay School or 

v. Support in own school from Learning and Behaviour Team 

 

Support available via Secondary Fair Access Panel: 
i. Advice from the panel regarding additional strategies which the school could employ to meet the individual needs 

of the child or 

ii. Intervention at Admaston KS 3 Short Stay School or at King Street 14 – 19 Alternative Provision for an 

assessment and intervention programme then a supported reintegration to their own school or                                                      

iii. Intervention at Admaston KS 3 Short Stay School or King Street 14 – 19 Alternative Provision for an assessment 

and intervention programme then a supported managed move to another school or                                                        

iv. Outreach support from Admaston KS 3 Short Stay School or King Street 14 – 19 Alternative Provision or                                                       

v. Consideration for a place at King Street 14 – 19 Alternative Provision for a personalised programme of provision 

[only available to KS4 students]. 

 

Pupils who fall within the remit of the Fair Access Panels: 

 Children in care 
 Children attending PRUs who need to be re-integrated back into mainstream education 

 Children who have been out of education for longer than one school term 

 Children whose parents have been unable to find them a place after moving to the area, because of a shortage of 

places; 

 Children withdrawn from schools by their family, following a fixed term exclusion and unable to find another  

place 

 Children of refugees and asylum seekers 

 Homeless children 

 Children with unsupportive family backgrounds, where a place has not been sought 

 Children known to the police or other agencies 

 Children without a school place and with a history of serious attendance problems 

 Traveller children 

 Children who are carers 

 Children with special educational needs [but without a statement] 

 Children with disabilities or medical conditions 

 Children returning from the criminal justice system  

 Children of UK service personnel and other Crown Servants 

 Children who have either had unsatisfactory home-education or wish to return to mainstream school from EHE 

 

Points for FAP members to consider when responding to ‘Request for Additional Support’: 
 The seriousness of the event (s) which triggered the referral 

 The pupil’s attendance, attainment and progress 

 The effort to which the school has made to improve the pupil’s behaviour 

 CAF and TAC process 

 The extent to which the school has employed the support of internal and external agencies 

 The range of strategies used by the school to meet the child’s needs 

 The likelihood of a successful outcome if the pupil is moved to another mainstream school 

 The pupil’s SEN and or disability 

 Children in care 

 The information received from the school with regard to their school profile 

 Equity of Provision information 
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APPENDIX 8 

 
Pathways Educational Support Service 

 
Request for additional support 

 

 
Pupil name …………………………………………….  Dob ………………..   Yr Gp …………. 
 
Pupils specific height ………………………………………… 
[This information is only necessary if pupil requires, and is entitled to, transport assistance). 
  
School ………………………………………………     Contact No. …………………………………… 
 
Headteacher ………………………………………      Class Teacher/Tutor …………………………. 
 
SENCO ………………………………………………     SEN status:   N      SA    SA+    RSA       S 
 
Ethnicity …………………………………………....      CiC                      Yes / No  

 

 
Parent/Carer’s Name ……………………………        Parent/Carer’s Name ………………………… 
 
Home Address ……………………………………..     Home Address ………………………………... 
 
……………………………………………………….         ……………………………………………….…  
 
…………………………………………………………      ……………………………………………….. 
 
Phone Number …………………………………….       Phone Number ……………………………… 
 
Mobile ………………………………………………….    Mobile ………………………………………… 
 
Free School Meals:   Yes / No                                    Position in Family ………………………… 

 

Educational History: 
 
Current school: 
 
 
 
Previous schools: 
 
 
 
 
Any other provision: 
 
 
 
 

 
 
Dates:  
 
 
 
Dates: 
 
 
 
 
Dates: 
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Please comment on pupil’s current attainment, targets and progress: 
 
Reading Age …………………………………………… Spelling Age …………………………… 
 
SATs:  KS1 E    M    S   KS2 E      M      S  KS3   E      M       S 
 
Current NC levels:             Eng     Ma    Sci 
 
End of Year Targets/Teacher Assessment:          Eng     Ma  Sci 
 
End of KS2 Targets/Teacher Assessment:         Eng     Ma  Sci 
 
End of KS3 Targets/Teacher Assessment:         Eng     Ma  Sci 
 
End of KS4 Targets/Teacher Assessment:         Eng     Ma  Sci 
 
Is the pupil on a modified timetable? [Please give details]……………………………………………….……….. 
 
………………………………………………………………………………………………………………………………
……….. 
 
……………………………………………………………………………………………………………….   
 
Is the pupil accessing alternative provision? [Please give details]................................................... 
 
………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………… 
 
Attendance this academic year: ………………………%  
 
 

Are there any other agencies currently involved? [Please circle and add date if known] 
 
EPS     CAMHS   EWS 
 
SIS     BSAT    LSAT  
 
Soc Care                Safeguarding    
 
Relateen 
 
CAF/TAC process [date of most recent]   CaFLS              Other:  
 
CIC – please notify the Social Worker of the PFAP referral. 
 
 

 

 
What behaviours are causing concern? In rank order please (Primary schools please refer to priority 
behaviours from the behaviour checklist; Secondary schools please refer to  
social skills questionnaire)       
 
1 
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2 
 
 
 
3 
 
 
 
4 
 
 
 
          
What is the frequency and severity of these behaviours –  per lesson / day / week?   
        
1 
 
2 
 
3 
 
4 
 
 

 

 
What usually happens BEFORE a priority concern incident – describe any patterns 
 
 
 
 
 
 
 
 
What usually happens AFTER a concern incident – describe any patterns 
 
 
 
 
 
 
What do you think the pupil gains by this behaviour? 
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Are there any concerns around breaks and lunchtimes?  Please describe 
 
 
 
 
 
 

 
 

In managing behaviour concerns, what strategies have been tried and with what degree of success? 
 
 
 
 
What are the positive aspects/achievements of this pupil? 
 
 
 
 
 

 

When does the concern behaviour not occur? 
 
 
 
 
 
 
 
What appropriate behaviours does the pupil show (i.e. can sit still and quietly while teaching tasks are 
set, can enter a classroom appropriately etc) 
 
 
 
 
 
 
 
 
What are the parents’/carer’s views of the situation? 
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What view of the situation has the pupil expressed? 
 
 
 
 
 
 
 

 
 

What would have to change for him/her to re-integrate successfully into mainstream school? 
 
1 
 
 
2 
 
3 
 

 

Please add any other information that may be useful? [Behaviour out of school, 
relationships with peers] 
 
 
 
 
 
 
 
 
 

 

What additional support is the school requesting [Please tick one box] 
             

1.  Advice from the panel regarding additional strategies which the school could employ 
to meet the individual needs of the child  

 

2.  Intervention at the Linden Centre for an assessment and intervention programme 
then a supported reintegration to their own school   

 

3.  Intervention at the Linden Centre for an assessment and intervention programme 
then a supported managed move to another school  

 

4.  Outreach support from Learning & Behaviour   

5.  Support in own school from the Learning and Behaviour Team  

6.  Consideration for 14 -19 King Street provision [KS4 only]  
 

 
Thank you for taking the time to complete this form.  The information you have provided will help us to define 
the issues and plan a programme of intervention. 
 
Please ensure that: 

 All sections are completed 

 Any recent IEP/IBP’s are attached 

 A copy of the most recent annual school report is attached 

 An attendance certificate for the last 12 months is attached 
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 Copy of exclusion summary is attached 

 A copy of the most recent TAC plan is attached 
 

And finally, please indicate the contributors to this document below 
 
Contributor      Position 
 
1. 
 
2. 
 
3. 
 
4. 
         
 
Headteachers’s Signature:……………………………………..             Date completed:…………... 
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EMOTIONAL AND BEHAVIOURAL DEVELOPMENT SCALE 
 

DESIRABLE BEHAVIOUR Not at 
all 

Rarel
y 

Someti
mes 

Fairly 
Often 

Ofte
n 

Always 

CONDUCT BEHAVIOUR Very 
Poor 

 Very 
Good 

1. Behaves respectfully towards teachers  
E.g., Respects teachers and answers 
teachers politely, does not interrupt or 
deliberately annoy, does not show verbal 
aggression. 

 ٱ ٱ ٱ ٱ ٱ ٱ

2. Shows respect to other pupils 
E.g., Interacts with other pupils politely and 
thoughtfully, does not tease, call names, 
swear, use psychological intimidation. 

 ٱ ٱ ٱ ٱ ٱ ٱ

3. Only interrupts appropriately. 
E.g., Does not disrupt unnecessarily, does 
not distract or interfere with others, does not 
pass notes, fidget, hum, talk when others are 
talking. 

 ٱ ٱ ٱ ٱ ٱ ٱ

4. Seeks attention appropriately  
E.g., Does not seek unwarranted attention, 
pupil behaves in ways warranted by the 
current classroom activity, does not behave 
in a silly manner or call out in class. 

 ٱ ٱ ٱ ٱ ٱ ٱ

5. Is physically Peaceable 
E.g., is not physically aggressive, avoids 
fights, is pleasant to other pupils, is not cruel 
or spiteful, does not  strike out in temper. 

 ٱ ٱ ٱ ٱ ٱ ٱ

6. Respects property 
E.g., Values and looks after property, does 
not damage or destroy property, does not 
steel. 

 ٱ ٱ ٱ ٱ ٱ ٱ

7. Observes school and teacher rules 
Attends classes, does not leave seat without 
permission, does not tell lies. 

 ٱ ٱ ٱ ٱ ٱ ٱ

EMOTIONAL BEHAVIOUR  

8. Is active and forthcoming 
E.g., Responsive to surroundings, does not 
stare into space, daydream excessively. 

 ٱ ٱ ٱ ٱ ٱ ٱ

9. Has empathy. 
E.g., Is tolerant of others, shows 
understanding and sympathy, is considerate. 

 ٱ ٱ ٱ ٱ ٱ ٱ

10. Is socially aware 
E.g., Interacts appropriately with others, is 
not a loner or isolated. 

 ٱ ٱ ٱ ٱ ٱ ٱ
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11. Is happy 
E.g., Has fun when appropriate, smiles, 
laughs, is cheerful, is not tearful, depressed, 
whining. 

 ٱ ٱ ٱ ٱ ٱ ٱ

12. Is confident 
E.g., Is not anxious, high self esteem, 
relaxed, does not fear failure, is not shy, 
afraid of new things, is robust. 

 ٱ ٱ ٱ ٱ ٱ ٱ

13. Is emotionally stable 
E.g., Moods remain relatively stable, does 
not have frequent mood swings. 

 ٱ ٱ ٱ ٱ ٱ ٱ

14. Shows good self control 
E.g., Patient, not easily flustered, not touchy. 

 ٱ ٱ ٱ ٱ ٱ ٱ

LEARNING BEHAVIOUR  

15. Is attentive 
E.g., Not easily distracted, completes work, 
keeps on task and concentrates. 

 ٱ ٱ ٱ ٱ ٱ ٱ

16. Has an interest in school work 
E.g., Good motivation, shows interest, 
enjoys school work 

 ٱ ٱ ٱ ٱ ٱ ٱ

17. Good learning organisation 
E.g., Works systematically, at a reasonable 
pace, knows when to move onto next activity 
or stage, can make choices, is organised. 

 ٱ ٱ ٱ ٱ ٱ ٱ

18. Shows perseverance in learning 
E.g., Is conscientious, independent, has a 
positive approach to school work, 
perseveres with tasks. 

 ٱ ٱ ٱ ٱ ٱ ٱ

19. Is an effective communicator 
E.g., Speech is coherent, thinks before 
answering 

 ٱ ٱ ٱ ٱ ٱ ٱ

20. Works efficiently in a group 
E.g., Takes part in discussions, contributes 
readily to group tasks, listens well in groups, 
works collaboratively. 

 ٱ ٱ ٱ ٱ ٱ ٱ

21. Seeks help where necessary 
E.g., Does not make excessive demands on 
the teacher 

 ٱ ٱ ٱ ٱ ٱ ٱ

 Not at 
all 

Rarel
y 

Someti
mes 

Fairly 
Often 

Ofte
n 

Always 

 
 

PARENT / CARERS CONSENT FORM 
 
A.  PUPIL DETAILS: 
Name of Pupil:  ………………………………………………..………School:………………………………...… 
 
Parents / Carer’s name:………………….…………………………………………………………………….…. 
 
Parents / Carer’s address:…………………...………………………………………………………………...….. 
 
Parents / Carer’s home telephone no:…………………….…………..…Mobile no:………………………...… 
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B. OPTIONS AVAILABLE TO SCHOOL AND PARENTS / CARERS – PLEASE TICK ONE BOX: 
 

1. Advice from the panel regarding additional strategies which the school could employ to 
meet the individual needs of the child  

 

2. Intervention at the Linden Centre for an assessment and intervention programme then a 
supported reintegration to their own school   

 

3. Intervention at the Linden Centre for an assessment and intervention programme then a 
supported managed move to another school  

 

4. Support in own school from L & B Inclusion Mentor 
 

 

 
 
C. MY / OUR PREFERENCES FOR ALTERNATIVE SCHOOLS ARE: 
Before nominating preferences for alternative schools please note that any request for transport assistance 
will be considered against the criteria in Education’s Home to School Transport Policy, which states:- 
 

 Transport, or help with it, may be provided for eligible children who live beyond the maximum statutory 
walking distance [3 miles for secondary and 2 miles for primary aged children] from their designated or 
nearest school. If you apply for a school, which is some distance from your home address, the 
transport arrangements will normally be the family’s responsibility. 

 

 A request for transport assistance for pupils allocated one of their preferred schools via the Fair Access 
Panel will be considered against the criteria in the Home to School Transport Policy 

 

 Pupils allocated a school via the Fair Access Protocol which is not one of their 3 preferences will be 
deemed to be attending their designated school for the purpose of provision of transport. The criteria 
within Education’s Home to School Transport Policy will be applied to any request for transport 
assistance – eg 2-mile distance criterion. 

 
1. …………………………………………………………………………. 
 
2. ……………………………………………………………………….… 
 
3. …………………………………………………………………….…… 
 
Signed:  …………………………………………. Parent / Carer           Date:     ……………………………… 
 
D. PERMANENT EXCLUSION: If the pupil is at serious risk of permanent exclusion and a managed move 
is being considered please ensure parents / carers are aware of the details below….. 
 
1. I/We have been informed that my/our child is at risk of permanent exclusion. 
 
2. I/We agree to a managed move to an alternative placement for my/our child. 
 
3. I/We understand that in agreeing to a managed move I/we forfeit the rights of appeal to the school 

governors and an Independent Appeal Panel which are part of the permanent exclusion process. 
 
4. Transport implications - Transport, or help with it, may be provided for eligible children who live beyond 

the maximum statutory walking distance [3 miles for secondary and 2 miles for primary aged children] 
from their designated or nearest school. If you apply for a school, which is some distance from your 
home address, the transport arrangements will normally be the family’s responsibility. 
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APPENDIX 9 
 
CHILDREN & YOUNG PEOPLE 
LEARNING & ACHIEVEMENT 
 
PUPILS AT RISK OF REFERRAL TO FAIR ACCESS PANEL (Primary) 
 
Parents/Carers Information Leaflet 
 
You have been contacted because your child is at risk of permanent exclusion from their school.  The 
Headteacher may be considering this option as a final step because your child’s behaviour has caused 
ongoing concern and has not improved despite the school providing and using all appropriate support 
strategies.  Or it may be because in the Headteacher’s judgement a permanent exclusion is appropriate 
because your child has been involved in a “one off” serious offence. 
 
In Telford & Wrekin, schools and the Local Authority have been working closely together to help prevent 
pupils from experiencing permanent exclusion from school.  The Headteacher or their representative will 
have met with you to discuss the difficulties and a “managed move” may have been suggested.  This will 
avoid the need for a permanent exclusion and give your child the opportunity to build new relationships in a 
new school. 
 
A managed move can only take place if you are in agreement and your child is willing to transfer to a new 
school. 
 
You need to be aware that if your child is permanently excluded you would have the right to appeal against 
the permanent exclusion to the school governors and an Independent Appeal Panel.  If you agree to a 
managed move you will forfeit these rights. 
 
A managed move may involve your child spending a short period of time at the Admaston Short Stay 
School.  As well as following a programme of Core Curriculum studies, the time spent at Admaston will be 
used to assess your child’s learning and behaviour needs and their readiness to return to school.  Staff will 
work very closely with parents/carers, schools and the your child to ensure a smooth and successful move 
to another school 
 
As parents/carers you will be asked to state a preference for alternative schools.  The school and Local 
Authority will try, but may not always be able to, meet your preference depending on the availability of 
places. 
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APPENDIX  10 

Fair Access Protocols;  
Recommendations from School Admissions Code – February 2009 
1. Local authorities, working with parents should draw up reintegration plans for permanently excluded 

pupils at an early stage, but it is not expected that all permanently excluded pupils are to be 
reintegrated to a mainstream school. 

2. In general, pupils should not be reintegrated to mainstream schools unless they are ready and 
schools should not be required or pressured into taking a pupil until their behavioural problems have 
been assessed, suitably addressed and they are ready to take the step back into a mainstream 
setting. In addition, some pupils may benefit from an early start in a further education college or other 
setting. 

3. Local authorities should offer schools additional help to reintegrate some pupils, for example, Pupil 
Referral Unit (PRU) teachers continuing to work with the pupil when they have returned to 
mainstream school or a dual registration arrangement where, for a short time, the pupil spends part of 
the week in a PRU and part in the school, to ensure a smooth transition. 

4. Local authorities must consider the circumstances of the individual pupil, in terms of what is best for 
them, whether they are ready for mainstream schooling and, if so, which mainstream school will be 
best able to meet their needs. This principle should also guide the operation of Fair Access 
Protocols. Protocols should avoid an inflexible approach, where schools are routinely expected to 
admit the next child in line without any consideration of other factors. The allocation of pupils should 
be equitable with no one school or Academy being required to take a disproportionate number of 
challenging children. 

5. Schools cannot cite oversubscription as a reason for not admitting a pupil under a Fair Access 
Protocol. Hard to place pupils should be given priority for admission over others on a waiting list or 
awaiting an appeal. Schools must respond quickly to requests for admission so that the admission of 
the pupil is not delayed and should not insist on an appeal being heard before admitting a child 
under a Protocol. Schools should not refuse to admit a pupil who has been denied a place at that 
school at appeal, if the Protocol identifies that school as the one to admit the child. 

6. As part of assessing the suitability of a placement for a pupil, the local authority (or placement panel) 
must take account of any genuine concerns about the admission, for example a previous serious 
breakdown in the relationship between the school and the family, or a strong views about the religious 
ethos of a school. 

7. Wherever possible, pupils with a religious affiliation should be matched to a suitable school, but this 
should not override the protocol if the school is unable to take the pupil, or if the pupil identified for 
the school does not have that affiliation. 

8. Protocols must include, as a minimum, children of compulsory school age in the following categories: 
• Children attending PRUs who need to be reintegrated back into mainstream education; 
• Children who have been out of education for longer than one school term; 
• Children whose parents have been unable to find them a place after moving to the area, because 

of a shortage of places; 
• Children withdrawn from schools by their family, following fixed term exclusions and unable to find 

another place; 
• Children of refugees and asylum seekers; 
• Homeless children; 
• Children with unsupportive family backgrounds, where a place has not been sought; 
• Children known to the police or other agencies; 
• Children without a school place and with a history of serious attendance problems; 
• Traveller children; 
• Children who are carers; 
• Children with special educational needs (but without a statement); 
• Children with disabilities or medical conditions; 
• Children returning from the criminal justice system; and 
• Children of UK service personnel and other Crown Servants. 
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APPENDIX 11:         Request for Additional Support Feedback Form 
 

Date of 
FAP 

 
 

Name of 
School 

 

Name of 
student 

 DOB   

Gender 
 

 Ethnicity  

SEN 
 

 CiC  

 

Key issues identified              

  

  

  
 
 

Further information sought by panel 

  

  

  
 
 

 

Recommendations of the panel 
 
 
 
 
 

 

Headteacher / Presenter feedback 
 
Did you feel you had adequate opportunity to present all aspects of the case? 
 
 
Did you feel the level of challenge by the panel to be appropriate? 
 
 
Were the panel’s recommendations supportive in meeting the individual needs of the 
student? 
 
 
Any other comments? 
 
 
 

 
Please complete and return this form Chris Minton (Chair) chris.minton@telford.gov.uk 
 

  

mailto:chris.minton@telford.gov.uk
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Appendix 12 
 
Accessing Support from Learning and Behaviour  

 A referral to support the transition in the foundation stage from the Early Intervention Team. 

 A referral through the TAC process 

 A referral through Primary Fair Access Panel 
 
Accessing a PRU place 

 For children without statements; through Fair Access Panel (contact: Lorraine.Beckwith@telford.gov.uk 
or phone 80851) 

 For children with statements through L.A. Placements Panel 
 
Accessing support or a managed move for a child with a statement 

 By holding an (emergency) annual review (contact the appropriate Education Officer for SEN) 
 
Accessing support from the Education Psychology Service  

 Consultation with school link EP 

 Recommendation for consultation through FAP 
 
 

  

mailto:Lorraine.Beckwith@telford.gov.uk
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Appendix 13 
 
Exclusion from maintained schools, Academies and pupil referral units in England – See attached 
document from the Department for Education 
 
Appendix 14  Detention. 
 
See Government document;  

 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/488034/Behaviour_and_Discipli

ne_in_Schools_-_A_guide_for_headteachers_and_School_Staff.pdf 
 
 

 

Detention  
What the law allows:  
27. Teachers have a power to issue detention to pupils (aged under 18).  
28. Schools must make clear to pupils and parents that they use detention (including detention outside of 
school hours) as a sanction. 10  
29. The times outside normal school hours when detention can be given (the ‘permitted day of detention’) 
include:  
a) any school day where the pupil does not have permission to be absent;  

b) weekends - except the weekend preceding or following the half term break; and  

c) non-teaching days – usually referred to as ‘training days’, ‘INSET days’ or ‘non-contact days’.  
 
30. The headteacher can decide which members of staff can put pupils in detention. For example, they 
can limit the power to heads of year or heads of department only or they can decide that all members of 
staff, including support staff, can impose detentions.  

Matters schools should consider when imposing detentions  
31. Parental consent is not required for detentions.  
32. As with any disciplinary penalty a member of staff must act reasonably given all the circumstances, as 
described in paragraph 15 above, when imposing a detention.  
33. With lunchtime detentions, staff should allow reasonable time for the pupil to eat, drink and use the 
toilet.  

Detentions outside school hours  
34. School staff should not issue a detention where they know that doing so would compromise a child's 
safety. When ensuring that a detention outside school hours is reasonable, staff issuing the detention 
should consider the following points:  
• Whether the detention is likely to put the pupil at risk.  

• Whether the pupil has known caring responsibilities which mean that the detention is unreasonable.  

• Whether the parents ought to be informed of the detention. In many cases it will be necessary to do so, 
but this will depend on the circumstances. For instance, notice may not be necessary for a short after 
school detention where the pupil can get home safely; and  

• Whether suitable travel arrangements can be made by the parent for the pupil. It does not matter if 
making these arrangements is inconvenient for the parent.  
11  

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/488034/Behaviour_and_Discipline_in_Schools_-_A_guide_for_headteachers_and_School_Staff.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/488034/Behaviour_and_Discipline_in_Schools_-_A_guide_for_headteachers_and_School_Staff.pdf

