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Introduction 
 

                       This policy is applicable to all pupils, including those in the Early Years Foundation Stage.  It should be read in   
                       conjunction with the Early Years Foundation Stage Policy. 

 
The School is committed to being a safe learning environment for all members of the extended school 
community.  Each child is entitled to feel valued and respected, secure and able to take full advantage of 
the learning opportunities presented every day.   The School has referred to ‘Behaviour and Discipline in 
Schools’ (January 2016) and is aware of its duties under the Equality Act 2010, including issues related to 
pupils with special educational needs/disabilities.   
 
This policy should be read in conjunction with: 
 
• Safeguarding and Child Protection Policy 
• Keeping Children Safe in Education 
• Anti-bullying Policy 
• Health & Safety Policy 
• SEN Policy 
• PSHE Policy 
 
In order for children to achieve their best, it is vital that they understand how to behave, play and learn 
together in a considerate manner. To achieve this, we believe it is important that, children, staff and 
parents value good behavior.  In addition to the academic curriculum, we focus on instilling the importance 
of right, wrong, fairness and tolerance.  Children learn best when they are in a safe and supportive 
community, when they are clear about what they are supposed to do and they are continually and 
consistently encouraged to do it.  
 

This policy seeks to enable teachers to focus on the teaching and learning taking place within the school 
and develop a learning environment free from disruptions and that encourages and recognises effort, 
success, improvement and on-task behaviour.   All strategies involving rewards and sanctions must be 
applied fairly and consistently and in accordance with the School’s Equal Opportunities Policy.  The person 
responsible for behaviour management in the EYFS is Miss Natalie Whitfield, Head of EYFS.  The person 
responsible for behaviour management in Key Stage One is Mrs Kirsty Davies-Duddy, Deputy Head. 
 
 
All staff aim to: 
 
• model and encourage behaviour which is courteous, tolerant, accepting, co-operational, respectful and 

caring; 
• develop the ability of children to respect, understand and accept the needs and feelings of themselves 

and others;  
• develop and foster an innate sense of self-esteem and self-discipline within our pupils;  
• encourage children to make sound choices about their behaviour; 
• encourage pupils to take responsibility for their own actions and realise that actions have 

consequences; 
• establish and maintain a high standard of behaviour and good citizenship;  
• assist each other in developing effective strategies and for dealing with pupil behaviour; 
• work in unison with parents/carers and other agencies if necessary, to establish and maintain 

consistent behavioural guidelines; 
• develop respect and pride in the school and the property within it;  
• make experiences for children and staff as enjoyable and positive as possible; 
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• encourage the use of behaviours that will lead to a happy and safe school; 
• raise staff awareness through training so that the principles of the school policy are understood and 

responsibilities are known;   
• provide a support system for all pupils including those with special educational needs/disabilities. 
 
 
 
Code of Behaviour 
 
Children should:  
 
• learn what good behaviour is; 
• know the difference between right and wrong ‘choices’; 
• be honest at all times; 
• be prepared to take responsibility for their actions;  
• be polite, show care and consideration towards each other and to all adults at all times; 
• learn to value friendship; 
• develop self-confidence, compassion and self-esteem; 
• be prepared to look after their own belongings and the belongings of others e.g. uniform, etc, which 

they bring into school; 
• walk sensibly inside the school building; 
• wear the correct school uniform; 
• arrive in good time for the start of school and be ready for registration, lessons and other school 

activities. 
 
 
 

Parents and Other Care Givers 
 
We believe the children will prosper when there is a strong school-home partnership.  Parents are 
actively encouraged to be involved in the school through a variety of initiatives, including: 
 
• ‘WOW’ books’ in the Early Years; 
• Link Books; 
• Open communication including an open-door policy, direct e-mail contact; 
• Parents’ evenings and Curriculum Evenings; 
• Parent Handbook; 
• Weekly newsletter. 
 
It is essential that parents share a common philosophy and values with those held at the School.   This helps 
the children to see that the rules and expectations set at school are reinforced and valued at home.  
Parents and guardians who accept a place for their child at the school undertake to uphold the school’s 
policies and regulations, including this policy. They will support the school’s values in matters such as 
attendance and punctuality, behaviour, uniform/dress and appearance, standards of academic work, extra-
curricular activities and homework/private study.   
 
We ask that parents/carers should: 
  
• recognise that an effective school Behaviour & Discipline Policy requires close partnership between 

parents, teachers and children; 
 

• participate in creating a safe, positive and respectful learning environment within the school; 
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• understand that learning and teaching cannot take place without sound discipline; 
• work and co-operate with the School to resolve concerns involving their children; 
• show courtesy at all times in their dealings with all members of staff and other families within the 

school community; 
• support their children by ensuring they have regular attendance at the school; 
• feel confident that their children are developing not only academically, but also personally and 

socially; 
• ensure punctual delivery and collection of their children; 
• recognise the role they can play to prevent bullying, including when they are a bystander; 
• are able to discuss issues in an open and positive manner. 

 
 

Senior Leadership Team (SLT) 
 
The SLT are expected to: 
 
• be available to all children as a point of contact for pastoral or academic matters; 
• inform the Head of any significant information; 
• feedback at Child Forum meetings; 
• ensure all staff are following the PSHE curriculum and addressing issues as and when appropriate; 
• liaise with parents and other agencies should the need arise;  
• manage the transition of pupils between year groups and settings; 
• take disciplinary action against pupils who are found to have made malicious accusations against staff.   
 
 
 
Encouraging Positive Behaviour 
 
House system 
  
The School operates a house system.  All children are placed into one of four houses. House points are 
awarded for, amongst other things, academic achievement and effort in: learning, thoughtfulness, 
kindness, service to the school and other members of our community, as well as good manners.     
 
The children collect individual house points when displaying the above behaviours.  At the end of each 
week these are collated and contribute to the overall house points total.  The house with the most points 
at the end of each half term receives a prize.   
 

 
Circle time 
 
All children take part in Circle Time activities. These support the PSHE curriculum. Children are taught to 
recognise the positive effect that their good behaviour can have on others, as well as identify strategies to 
help them avoid conflict, avoid problematic situations and understand how their behaviour, choices and 
actions might provoke an incident. 
 
In discussing these issues, we aim to raise self-awareness, develop skills in listening and effective 
communication and empower children to deal effectively with situations that arise.   
 
 
Assemblies and Displays 
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During assemblies and in class, children are encouraged to share their achievements from inside and 
outside school.  Work is displayed on boards throughout the School. 
 
Each week, a whole-school Celebration Assembly provides an opportunity for children from every class to 
be recognised for outstanding achievements.  The awards recognise notable displays of good citizenship as 
well as individual achievements of personal targets.   
 
 
Other initiatives 
 
Other ways in which the School aims to promote and maintain good behaviour choices include: 
recognising, highlighting and praising good behaviour choices as they occur; 
 
• ensuring we are firm but fair and criticism is constructive; 
• modelling the behaviour we wish to see; 
• awarding stickers, smiley faces, etc.; 
• sending positive messages home via the Link Book/email/conversations at the end of a day; 
• learning about examples of good behaviour choices discussed during assembly/class time. 
 
 
 
 
Levels of positive behaviour and rewards 
 
 

Level Examples of Positive Behaviour Rewards 
 
 
 

Level 1 

Listening attentively. 
Thinking of others. 
Following class and school rules. 
Good manners. 
 

Verbal praise. 
Stickers/pegs/smiley faces. 
Teacher’s stamp. 
Sharing work with class. 
House points. 
Praise from other adults. 
 

 
 

Level 2 

Exceptional effort. 
Consideration for others. 
Empathising with others. 
 

Sharing work with another class. 
Verbal feedback to parent/ carer. 
Praise from SLT member. 

 
Level 3 

Consistently showing examples from 
Level 2. 
Being a positive role model. 
 

Link Book comment. 
 

 
 

Level 4 
(Year 2) 

 

Consistently showing examples from 
Level 3.   
Being a positive role model.  
Showing reliability when given positions 
of responsibility.   
 

 
House Games Captains (Year 2 only). 

 
 
Responding to More Challenging Behaviour 
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Staff will adopt an incremental approach when responding to unhelpful or on-going challenging behaviour 
from children. 
 
 
Look or Use of Directional Language 
 
Tone of voice, eye contact, body language are all extremely important when it comes to establishing 
classroom management techniques.  The following are used: 
 
• Assertive and positive language “Thank you, X, for sitting down so quickly and quietly”.  
• Direct questioning “X, what should you be doing?” 
• Using ‘when’ and ‘then’ “X, when you have put everything away, then you can go outside”.  
 
 
Tactical Ignoring 
 
For minor misdemeanours, this strategy can be employed.  It allows the child to self-correct any negative 
behaviour that they may be displaying without giving attention to it and simply highlighting when they 
revert to displaying positive behaviour again.  
 
 
Using Others as Positive Role Models 
 
This involves praising the behaviour of other nearby pupils to encourage positive behaviour from the      
‘off-task’ child.  
 

 
Simple Choice 
 
This strategy allows the child to make a choice as to how they wish to behave.  It explains the 
consequences of continuing with ‘off-task’ behaviour and asks the child to consider which route they wish 
to take.  “X, please continue with your work or I will move you”.  If the child does not correct their 
behaviour then “X you have chosen not to get on with your work, so I will have to move you”.   
 
 
Warnings 
 
The child needs to recognise that there will be consequences to their actions, which reflect the severity of 
the misdemeanour.   
 
 
 
 
 
 
Levels of negative behaviour and sanctions 
 

Level Examples of Negative Behaviour Procedures/Consequences 



    7  
  

 
 
 

Level 1 

Persistent and inappropriate calling 
out. 
Distracting others e.g. fidgeting, 
talking, making noises, etc. 
 

Tactical ignoring. 
Non-verbal signals. 
Rule reminders. 
Redirection. 
Focused questioning. 
Loss of part of play time. 
 

 
 
 

Level 2 

Being rude to an adult/ another child. 
Refusing to comply with an adult’s 
request. 
Refusing to attempt work, including 
homework. 
Making personal insults to others. 

Time out of class. 
Exclusion from activity. 
Behaviour chart. 
Letter of apology. 
Time spent in another class. 
Visit to SLT member.   
Parent/carer informed and reasons 
given to explain the behaviour 
management procedures employed. 
 

 
 

Level 3 

Fighting. 
Swearing and other offensive 
language. 
Damaging property intentionally. 
Inappropriate use of school 
equipment. 
Confrontational behaviour. 
Bullying. 
Stealing. 
Racial incidents. 
 

Visit to Head. 
Formal contact with parent/carer. 
Behaviour contract/plan. 
Letter from the Head. 
Temporary suspension.  
Consider contacting external agency to 
seek professional advice. 

 
Level 4 

Repetitive behaviours from Level 3. 
One serious incident e.g. physical 
violence causing injury. 

Parent/carer asked to collect child. 
Parent/carer meets with Head. 
Permanent exclusion from the School. 
 

 
 
Rules and Guidelines          
 
Classroom Expectations 
 
All classes formulate a set of individual classroom expectations at the beginning of the school year.  All 
children are involved in the formulation of these and a copy is displayed within the class. 
 
The classroom rules are based upon such principles as: 
• respecting others; 
• using your manners; 
• raising your hand before speaking; 
• working hard and always trying your best; 
• keeping the classroom neat and tidy; 
• sitting and listening attentively; 
• always looking smart and tidy. 
 
The class teacher deals with minor breaches of discipline in a caring, supportive and fair manner, with some 
flexibility regarding age of the child, as far as sanctions are concerned. 
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Each case is treated individually.  Generally, children are made aware that they are responsible for their 
own actions/choices and that breaking rules will lead to consequences.  Where a child has been identified 
with special educational needs/disabilities, reasonable adjustments will be made.   
 
Parents are kept informed of their child’s behaviour via informal meetings with teachers, emails, Link Books 
and, where necessary, formal meetings. 
 
Major breaches of discipline include bullying (see Anti-Bullying Policy), physical assault, deliberate damage 
to property, stealing, verbal abuse, refusal to work and disruptive behaviour in class.  This type of 
behaviour is generally rare and it is the responsibility of the Head to deal with it.  
 
 
Physical Restraint 
 
Staff may use such physical restraint as is reasonable in all the circumstances to prevent a child from doing, 
or continuing to do, any of the following: 

• injuring themselves or others; 
• causing serious damage to property (including the child’s own property); 
• engaging in any behaviour prejudicial to maintaining good order and discipline at the School or  

      among any of its children, whether that behaviour occurs in a classroom or elsewhere. 
 

A child may be restrained in an appropriate manner by a member of staff, when on the school premises, or 
when the authorised person has lawful control or charge of the child concerned elsewhere e.g. on an 
outing or other authorised out-of-school activity. 

 
Every care will be taken to ensure that careful consideration is applied to the use of restraint on an SEN 
pupil, to the point that unless the child is in danger or endangering other pupils, it will only be used as a last 
resort. 
 
The child should be removed from the situation as soon as possible and taken to a member of the SLT who 
will take immediate action to involve parents. 
 
The incident should be documented, the situation discussed with the Head and the parents informed about 
it on the same day as the incident took place. 
 
The Head will work with the member of staff and parents to devise an action plan to meet that child’s 
needs.  This may include the involvement of other agencies – social services, psychological services, etc. 
 
The school uses the DfE guidance on ‘Use of Reasonable Force in Schools’ (July 2013) and the subject is part 
of the induction programme for all who work at the school.  
 

At no point will physical or corporal punishment be used in dealing with inappropriate behaviour. 
 

 
 
 
 
Involvement of and Liaison with Parents/Guardians and Other Agencies 
 
Parents and guardians who accept a place for their child at the school undertake to uphold the School’s 
policies and regulations, including this policy. They will support the School’s values in matters such as 
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attendance and punctuality, behaviour, uniform/dress and appearance, standards of academic work, extra-
curricular activities and homework.   

The Head undertakes to apply any sanctions fairly, and, where appropriate, after due investigative action 
has taken place.  Sanctions may undergo reasonable change from time to time; but will not involve any 
form of degrading activity.   
 
The School is keen to maintain regular and effective communication with parents and welcomes their 
involvement in their child’s education. Where there are concerns about ongoing behavioural patterns then 
parents are contacted by the class teacher, Deputy Head or Head.  This may be followed up with a meeting 
between the parents and the Head where it is considered appropriate.  A pupil support strategy will be 
agreed upon and this will be communicated to the staff.  In some cases, the pupil may be referred to an 
outside agency, who will liaise with both the school and the child’s parents to provide additional support. 
The school has access to educational psychologists and the educational welfare service at the local 
authority.  
 
 

Managing Pupils’ Transition 
 
The School will carefully manage the transition of pupils throughout the School and in preparation for their 
future school placement at the end of Year 2. All teachers will look to build upon the positive social and 
behavioural skills developed by previous teachers.  Good communication between staff and with parents is 
a strength of the school, and because of this any specific pupil support systems or strategies are continued 
as the pupil moves up through the school to ensure consistency in their behaviour management.  We are 
especially careful in ensuring that transitions for children with SEND are fully prepared at each stage both 
internally and externally. We are continually building relationships with future schools, as well as feeder 
nurseries, and children are encouraged to attend taster days and visit prospective new schools. 
 
 
Support Systems for Pupils 
 
The School has set procedures for supporting children with their behavioural problems.  We may 
implement a written behaviour plan for a pupil with serious behavioural issues so that staff, parents and 
the pupil understand what is expected of them and the strategies that will be used.  
 
This Policy should be read in conjunction with Appendix A:  Exclusion Policy (attached). 
 

Record Keeping, Record Retention and Information Sharing 

 
Records of pupil behaviour, positive and negative are retained by the Head, as outlined in the School’s Data 
Protection & Data Retention Policy and the Pupil Privacy Notices.   The Head retains a separate record of 
any serious disciplinary sanctions i.e. any temporary or permanent exclusions.  Please do refer to the Pupil 
Privacy Notices on the School Website for further details on this: 

http://www.shrewsburyhousepreprep.net/Latest-Inspection-Report 

• SHPPS ensures that all records relating to rewards and sanctions are securely stored. 
• These records are routinely kept for a minimum of 7 years after the pupil they relate to has left the 

School. 
• When it is deemed to be in the pupil’s best interests, these records may be shared with his/her next 

school. 
• Subject to the circumstances around any sanction, it is possible for the records to be retained for 

longer, e.g. for 25 years from the date of birth of any pupils involved.  
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• If there are any safeguarding considerations in relation to any investigations around pupil conduct, it is 
possible that these records will be retained for longer as detailed in the School’s Safeguarding & Child 
Protection Policy.  

• In line with the School’s Pupil Privacy Notice, details of rewards and sanctions are shared with the 
Independent Schools Inspectorate, when they inspect the School and may also be shared with any 
future schools, if it is deemed to be in the best interest of the welfare of the pupil concerned. 

• In certain very serious circumstances, information may be shared with the Police or other third parties 
e.g. the School’s insurance company, in order to progress a claim. 
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Appendix A – Exclusion Policy 
  
This should be read in conjunction with the Behaviour & Discipline Policy 
 

Exclusion Policy 

A decision to exclude a pupil, either for a fixed period or permanently is seen as a last resort by the School. 
 
The School is responsible for communicating to pupils, parents and staff its expectations regarding 
standards of conduct. A range of policies and procedures are in place to promote good behaviour and 
appropriate conduct. 
 
No exclusion will be initiated without first exhausting other strategies or, in the case of a serious single 
incident, a thorough investigation. 
 
Examples of behaviour which merits exclusion include, but are not exclusive to: 
 
• Serious breach of the school’s rules or policies; 
• Persistent attitudes or behavior, which are inconsistent with the school’s ethos;  
• Fighting/violence; 
• Improper behaviour towards a member of staff or pupil; 
• Risk of harm to the education or welfare of the pupil or others in the school; 
• Physical assault/ threatening behaviour; 
• Bullying (including racist, cyber, sexist or any discriminatory bullying); 
• Racial abuse; 
• Sexual harassment/misconduct; 
• Theft; 
• Damage to property; 
• Persistent disruptive behaviour; 
• Drug or alcohol abuse; 
• Gambling; 
• Fraud; 
• Using pornography; 
• Any other behaviour that is illegal under English law; 
• Malicious and unfounded allegations made against school staff or another pupil. 
• Other serious misconduct which affects the welfare of a member/s of the school community or which 

brings the school into disrepute (single or repeated episodes) on/off school premises; 
• Breakdown of the relationship between the school and parents. 
 
Other circumstances: A pupil may be required to leave if, after appropriate consultation, the Head is 
satisfied that it is not in the best interest of the pupil, or of the school, that they remain at the school.   

 
Only the Head can exclude a pupil and, in the case of a permanent exclusion, only after consultation with 
the Executive Headmaster and the Chairman of Governors.     
 
 

Temporary Exclusion 
 
A temporary exclusion should be for the shortest time necessary; evidence suggests that one to three days 
is usually enough to secure benefits without adverse educational consequences. 
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Persistent or Cumulative Problems 
 
Exclusion for a period of time from half a day to 5 days for persistent or cumulative problems would be 
imposed only when the School had already offered and implemented a range of support and management 
strategies. These could include: 
 
• discussion with the pupil; 
• time out; 
• discussions with parents; 
• mentoring (with class teacher or a member of the SLT); 
• checking on any possible provocation; 
• mediation; 
• counselling; 
• internal exclusion. 
 
Exclusion will not be used for minor incidents (e.g. failure to do homework, lateness, poor academic 
performance or breaches of uniform rules), except where these are persistent and defiant. 
 

 
Single Incident 
 
Temporary exclusion may be used in response to a serious breach of school rules and policies or a 
disciplinary offence. 
 
In such cases the Head will investigate the incident thoroughly and consider all evidence to support the 
allegation, taking account of the school’s policies. The pupil will be encouraged to give their version of 
events and the Head will check whether the incident may have been provoked, for example by bullying or 
racial harassment.   If necessary the Head will consult the Executive Headmaster at Shrewsbury House 
School.  
 
A record is kept by the Head of any of the above serious disciplinary incidents.   Records are retained in 
accordance with the Information Commissioner’s Office’s guidance to schools on their obligations in 
relation to Data Protection Law relating to these records.  

 

Parents 
Parental co-operation forms part of the contract between the School and all parents of pupils at the school. 
Parents and other care givers are also encouraged to support good behaviour and positive habits in their 
children.  

Parents will be involved in discipline cases as appropriate. It is not appropriate for parents to contact each 
other to discuss or resolve disciplinary issues relating to school life.  A refusal to abide by the terms of 
sanction or exclusion may be considered a breach of contract. The Head may permanently exclude a pupil 
if, in his opinion, the behaviour of a pupil’s parent or guardian is unreasonable or is likely to affect 
adversely the child’s or other children’s progress at school or the well-being of the school’s staff, or bring 
the school into disrepute. 

 
As with a temporary exclusion, permanent exclusion will follow a range of strategies and be seen as a last 
resort, or it will be in response to a very serious breach of school rules and policies or a disciplinary offence 
such as: 
 
• serious actual or threatened violence against another pupil or a member of staff; 
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• possession or use of an illegal drug on school premises; 
• carrying an offensive weapon; 
• persistent bullying; 
• vandalism;  
• racial harassment. 

 

 
The Decision to Exclude 
 
If the Head decides to exclude a pupil, they will: 
 
• ensure that there is sufficient recorded evidence to support the decision; 
• explain the decision to the pupil; 
• contact the parents, explain the decision and ask that the child be collected; 
• send a letter to the parents confirming the reasons for the exclusion, whether it is a permanent or 

temporary exclusion, the length of the exclusion and any terms or conditions agreed for the pupil’s 
return and procedures regarding appeal to the Governors; 

• in cases of more than a day’s exclusion, ensure that appropriate work is set and that arrangements are 
in place for it to be marked; 

• plan how to address the pupil’s needs on their return; 
• plan a meeting with parents and pupil on their return. 

 
An exclusion should not be enforced if doing so may put the safety of the pupil at risk. In cases where 
parents will not comply, by, for example, refusing to collect the child, the child’s welfare is the priority. 
 
The exclusion of  a pupil from the school will not give rise to any refund of fees for the current or past 
terms and all arrears of fees and any other sums due to the school will be payable.  However, in such 
circumstances fees in lieu of notice will not be payable and the Acceptance Deposit will be refunded. 
 
 
Behaviour Outside School 
 
Pupils’ behaviour outside school on school-related matters e.g. on school outings, at sports fixtures, etc, is 
subject to the school’s Behaviour & Discipline Policy.  Poor behaviour choices in such circumstances will be 
dealt with as if the incident had taken place in school. 
 
For behaviour outside the school, not on school business, the Head may exclude a pupil if there is a clear 
link between that behaviour and maintaining good behaviour and discipline amongst the pupil body as a 
whole, or if it is deemed to be damaging to the reputation of the School. 
 
 
Pupils with Special Educational Needs and Disabled Pupils 
 
The School must take account of any special educational needs when considering whether or not to 
exclude a pupil. 
 
We have a legal duty under the Equality Act 2010, as amended, not to discriminate against disabled pupils 
by excluding them from school for behaviour related to their disability. The Head should ensure that 
reasonable steps have been taken by the school to respond to a pupil’s disability so the pupil is not treated 
less favourably for reasons related to the disability. 
 
‘Reasonable steps’ could include: 
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• differentiation in the school’s Behaviour & Discipline Policy for that particular individual; 
• developing strategies to prevent the pupil’s poor behavior choices; 
• requesting external support for the pupil; 
• staff training. 

 
Where reasonable adjustments to policies and practices have been made to accommodate a pupil’s needs 
and to avoid the necessity for exclusion as far as possible, exclusion may be justified if there is a material 
and substantial reason for it.  A specific incident affecting order and discipline in the school may be such a 
reason. 
 
 
Marking Attendance Registers Following Exclusion 
 
When a pupil is excluded temporarily, they should be marked as Excluded (no alternative provision made).  
 
 
Managed move 
 
In cases where the Head and parents agree that the progress of the pupil has been unsatisfactory and the 
pupil is unwilling or unable to profit from the educational opportunities offered, or if a parent has treated 
the school or members of its staff unreasonably, the Head may require the parents to remove the pupil at 
the end of a term. This is not exclusion, and in such cases the Head will assist the parents in placing the 
pupil in another school. 
 
The Acceptance Deposit will be refunded in the event of a managed move and fees in lieu of notice will not 
be charged but all outstanding fees will be payable in full.  
 
 
Removal from the School for Other Reasons 
 
The Head may send a pupil home, after consultation with that pupil’s parents and a health professional as 
appropriate, if the pupil poses an immediate and serious risk to the health and safety of other pupils and 
staff, for example because of a diagnosed illness such as a notifiable disease. This is not an exclusion and 
should be for the shortest possible time. 
 

 

Appeals 
Parents are entitled to appeal to the Governing Body against any permanent exclusion.  A letter stating the 
intention to appeal should be sent to the Clerk to the Governing Body at the School.  A hearing will be set 
up as quickly as possible, but within 10 working days (within term time) at the latest.  The Governors' 
decision is final. 
 
 
 

                                                                        This Policy has been approved by the Board of Governors. 
                                                                                            This Policy is reviewed annually by the Head. 
                                                                                                    This policy was reviewed October 2018. 

 


