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Safeguarding: 

The safeguarding of children and young people underpins the work of the academy and must be adhered 

to as a prime responsibility. 

 

Equality: 

The Knole Academy is committed to providing all staff, students, parents, visitors and members of the 

wider community using the sites with equality of opportunity regardless of their race, gender, disability 

or religion.  All policies are screened for their impact on equality and issues are addressed if they arise.  

Knole Academy will provide special consideration on an individual basis if anyone is considered to have a 

specific special need.  Any parent who feels that their child has such a need should contact the relevant 

Pastoral Leader in the first instance to explain their concerns.   

 

This policy, and its associated procedures and protocols, is based on these key principles. 
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Behaviour Policy 

 

Introduction 

 

This policy is based on the principle that students should be enabled to take responsibility for their own 

learning and behaviour and contribute to the wellbeing of the school community. 

 

Our vision is to be an academy where: 

• Adults model good behaviour and are positive role models to students 

• There is a partnership between parents, staff and students 

• There is a strong code of ethics shared by staff and students which leads to excellent standards of 

behaviour both in and out of the classroom 

• Students value themselves and others within the community as individuals 

• Staff and students treat each other with respect and dignity 

• All students should be able to learn without disruption from others 

• Students should take responsibility for their own learning and behaviour and be able to reflect 

upon their actions and make amends 

 

Policy Guidance 

 

The key to achieving good behaviour in the classroom is good management, adherence to the code of 

conduct (Appendix 1) and the rewards system.   

 

A well-managed classroom has the following characteristics: 

 

• Students are welcomed by the teacher at the start of each lesson.  Lessons begin promptly and 

follow a recognised routine  

• There is an atmosphere of aspiration, success and co-operation in the classroom 

• There are good displays 

• The classroom is tidy, graffiti free and generally non-threatening and welcoming 

• The teaching and learning is appropriate for the students’ academic level and based on prior 

attainment (differentiation) 

• There are clear aims and objectives for every lesson 

• Tasks are explained clearly and succinctly.  Lessons are pacey 

• Marking is in line with the school assessment policy 

• Students are frequently praised and ‘caught being good’. 

• Teachers will praise at least twice as often as they criticise 

• Descriptive praise, where students are told what they are doing well, is used 

• The end of the lesson is orderly and well planned 

 

Teachers who manage their classrooms effectively have the following characteristics: 

 

• They have a good relationship with their class and the individuals in the class and know the 

students by name 

• They are calm when speaking to students 

• They listen  

• They give choices and allow ‘take up time’ when talking to students 

• They explain the consequences of poor behaviour and use the language of ‘choice’ 

• They plan their lessons carefully and have all the resources they need at the start of the lesson 

• They treat the students with respect 

• They follow through – if they say they will do something they do it 

• They rarely, if ever, shout  

• They remind students of the 4Bs regularly and model how to follow the 4Bs 

• They regularly use low level strategies to maintain control  
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Roles and Responsibilities 

 

Staff  
All staff are responsible for ensuring that the expectations of student behaviour, set out in this policy, are 

fulfilled. Staff should be very familiar with all school policies related to student conduct; the School Code 

of Conduct; the Uniform Code; The Anti-Bullying Policy and the Home/School Agreement.  

Use SIMS to record instances of misbehaviour. 

Subject teachers 

Subject teachers take responsibility in administering the standards of behaviour expected in academic 

work and behaviour on arrival at, during and on leaving their lessons. They should utilise school systems 

to communicate praise or concern to parent/carers as appropriate and SIMS to award house points and/or 

record behaviour incidents. In accordance with this policy, subject teachers are responsible for referring 

any behavioural concerns, academic or otherwise, to Heads of Department or Heads of Faculty or to the 

relevant form tutor.   

Subject Leaders 

Subject Leaders are responsible for maintaining academic standards in the subject areas within their remit 

and for supporting their subject staff with overall student behaviour in their classes in the first instance.  

Tutors 

Form Tutors reinforce the standards of behaviour expected at the start and end of each day. They begin 

the year by going through the Home/School Agreement and Code of Conduct with the form, ensuring that 

all understand it.  All students are in a House. Enthusiasm and loyalty to the House and school are 

fostered by tutors encouraging the students to be cooperative but also to achieve. The form tutor 

monitors the student planner as a means of communication with home and will regularly check them for 

comments from staff and parents/carers, house points and detentions, attendance and punctuality. 

Alongside checking of SIMS these will be used for discussing issues with the student and deciding when 

to refer issues concerning behaviour up to the relevant Year Leader.   

Year Leaders 

Year Leaders have a pivotal role. Despite teaching staff managing lesson-related discipline, Year Leaders 

will in practice have a very close interest in all things pertaining to students in their care, including 

academic performance. They will liaise with teachers, heads of subject/faculty, tutors, parents/carers, the 

Special Educational Needs Co-ordinator(SENCO) and Headteacher, to promote, develop and maintain the 

aims of this policy.    Year Leaders will also monitor the overall behaviour and achievement of their year 

group. 

Heads of Year lead assemblies which regularly promote and rehearse aspects of the school ethos and 

expectations.  

The Headteacher has overall responsibility for behaviour and discipline.  

Leadership Team 

 

Students 

All students will act with respect towards themselves, everyone else and the school by following the code 

of conduct at all times. 

 

On joining the school students agree that they will: 

 

• Abide by the code of conduct 

• Attend academy regularly and be on time 

• Bring all the equipment they need every day 
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• Wear the academy uniform and be tidy in appearance 

• Do all their class work and homework as well as they can 

• Follow all reasonable instructions from a member of the academy staff politely and without 

complaint 

• Be polite and helpful to others 

• Keep the academy free from litter and graffiti 

• Be a positive role model for other students in the academy 

• Be an excellent representative of the academy 

 

Parents/Carers 

Parents have an important role to play in supporting their children in their education.  All parents sign a 

home-school agreement on joining the school (Appendix 2) and this is kept in the student’s file.  It is 

expected that parents will support the school.  In order to support the school parents should: 

 

• Praise their child when their child has done well at the academy 

• Ensure that their child attends after school and Saturday morning detentions if necessary and that 

they notify the academy if their child cannot attend a detention and suggest an alternative time. 

• Speak to their child and reinforce discipline measures being applied at the academy 

• Uphold and support the academy behaviour code  

• Attend meetings at the academy as required including parents’ evenings and re-integration 

meetings 

 

While it is not the case that every incident needs to be communicated to parents, the school does seek 

rapid and close communication with parents via the student planner, school reports, letter, phone or 

email. In certain circumstances, meetings of staff and parents, with or without their child, may be 

considered the best way forward.   

Governors 

Governors will monitor the work of the school in promoting excellent behaviour and may be called upon 

to support the school in promoting the expected standards. 

The Governors will review this policy at least every three years and assess its implementation and 

effectiveness on an ongoing basis.  The policy will be promoted and implemented throughout the 

Academy. 

 

Supporting Good Behaviour 

 

Proactive Measures 

Knole Academy strongly believes that prevention is better than cure and therefore uses proactive 

measures in order to support students at risk of being involved with the discipline process.  This support 

could take the form of: 

 

• A peer mentor 

• An adult mentor 

• A time out card 

• A circle of friends 

• Counselling 

• Circle time sessions with specific form or teaching groups 

• Restorative Justice Meetings 

• Disciplinary meetings with assistant and Senior Deputy Head as required 

• Strategy meetings between students and staff 

• Success plans 

• Social Skills Group 

• Counselling 

• Pastoral support plans 

• Governor Disciplinary Meetings 
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In addition Knole Academy believes that it is important to provide students with a wide range of 

opportunities to have responsibility in the school and to have a voice.  The school has many 

organisations which students can be members of, these include: 

 

• Prefect 

• Form Representative 

• School Council Member 

• Student guides and ambassadors 

• Knole Interact 

• Peer mentors 

• House roles 

 

Rewards 

Knole Academy believes in rewarding students for good behaviour.  

 

All staff members are encouraged to use the house point system to reward good work, effort or 

behaviour.  Students should be issued with the reward stickers and log the house point(s) as soon as 

possible. This may be completed during a form time session as part of the readiness to learn session.  

 

When a student is given a house point they will be issued with a sticker.  Each sticker will have a unique 

code on it.  Every student will be allocated a ‘carrot reward user account’ where they will input their 

sticker codes.  This will be automatically allocated to their individual account and their house.  Teachers 

can easily track house points by student and by house.   

 

House point rewards are also displayed on the academy’s SIMS database and are updated and displayed 

regularly around the school, on the Knole Academy website and in pastoral time including assemblies.  

 

Students are rewarded for particularly outstanding work, effort or attitude, Knole Academy recognises 

high performing, high achieving and hard-working students in a formal setting each year through three 

presentation of awards ceremonies for each key stage. These ceremonies also recognise the service and 

endeavour of individuals. Academic progress and students attitude to learning is also recognised on 

student data boards around the academy. The academy’s academic tracking days also highlight a 

student’s attainment, academic progress and personal development. Student’s house points are also 

communicated with students and parents via our reporting system.  There are also half termly house 

celebration assemblies and termly year group celebration assemblies. 

 

Character and Culture 

Knole Academy promotes the 10 International Baccalaureate core attributes to form its IBKP, The 

International Baccalaureate Knole Passport. The aim is for these to form the framework of character 

development in our students. The passport is a challenge for Y7 and Y8 pupils. The passport supports 

and promotes a positive character and effective school culture. The 10 attributes are listed below: 

 

• Principled 

• Knowledgeable 

• Thinkers 

• Communicators 

• Inquirers 

• Open-minded 

• Caring 

• Risk-Takers 

• Balanced 

• Reflective 

 

In years 9 -11 the attributes are reflected upon as part of academic tracking interviews and form time. 
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Appendices: 

 

1. Code of conduct including dress code and mobile phones 

 

2. Home-School Agreement 

 

3. Behaviour Procedure 

 

4. Consequences 

 

5. The Report System 

 

6. Discipline Incidents and Consequences  

 

7. Start and end of lesson routines 

 

8. The Behaviour Ladder 

 

9. Guidance on conducting an investigation and taking student statements 

 

10. Social Inclusion 

 

11. Anti Bullying Guidance 
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PRINT 

NAME 
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Appendix 1 

 

KNOLE ACADEMY CODE OF CONDUCT 

Be Safe 

1. We move quietly and safely in and out of the classroom, including to and from school. 

2. We carry items and use equipment with care. 

3. We must visit lockers before 8.45am, at break and lunch time and after 3.30pm only. 

4. We use the toilet out of lesson time. 

5. On corridors, we walk on the left and hold doors for others. 

6. We use marked paths on the school grounds and do not enter out-of-bounds areas. 

7. If arriving late to school we sign in at the AHOY’s office and we sign out there if necessary. 

8. We eat and drink in designated areas, not on the corridors. 

9. We put all litter in the bin even if it is not ours 

10. We know that cigarettes, alcohol and chewing gum are forbidden on school premises. The possession 

in school of any illegal substance, article, or weapon (e.g. knife) will be dealt with by the school in 

accordance with its behaviour policy and the school may refer the matter to the Police, or other 

appropriate authority.  

11. We keep our personal property secure at all times. The school is not responsible for our personal 

property.  

12. Mobile phones, headphones and earpieces are placed in lockers on arrival at school and collected 

after 3.30pm 

Be Ready 

1. We attend school regularly, aiming for 100% attendance. 

2. We arrive at school and lessons on time. 

3. We must bring books, homework, planner and equipment to class. 

4. We must be on task and allow others to do their work. 

5. We must be on time and move quietly to our seats. 

6. We wear the correct uniform at all times. 

7. We may drink water only in lessons 

8. Mobile phones, headphones and earpieces are not seen on the school premises at any time. This 

includes any outside space beyond the front of the school. 

Be Respectful 

1. We treat others with good manners and respect - keep our voices down, avoiding intentionally hurtful 

comments and questions. 

2. We listen to others. 

3. The classroom is a positive language zone - no swearing, cursing, insulting, put downs or bullying. 

4. We accept teachers' requests first time - when they ask us to move seats, to get back to work, bring 

homework or equipment to class. 

5. We think before we speak and wait for others to finish. 

6. We have respect for school and each other’s property and equipment. 

Be Engaged 

1. We use every learning opportunity in our lessons. 

2. We are enthusiastic and join in positively in lessons. 

3. We join clubs and get involved in school life. 

4. We are determined to learn to the best of our ability. 

 

We accept that if we do not abide by the code of conduct we will be challenged and sanctions will be 

applied 
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Mobile Phones and electronic devices 

 

Mobile phones, headphones and earpieces must go in lockers on arrival at school. Once past the front of 

the school they should not be seen at any time on the premises. If seen they will be confiscated. 

 

On a first offence (in an academic year) they will be held at reception to be collected at the end of the day. 

 

A second offence means that the parent/carer must collect at their convenience after at least 24 hours of 

confiscation. 

 

A third offence will result in the mobile phone being confiscated for 5 school days. Only a parent/carer 

can then collect it. 

 

Further offences will be dealt with at the discretion of the school. 
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Knole Academy Uniform 

 

Trouser Uniform 

Black Knole Academy logo Jacket  

Black Knole Academy logo trousers  

Black or charcoal grey socks 

Black, fine knit V-neck jumper (optional)  

House tie  

White button up shirt (all students need to wear their house tie if they’re wearing this type of shirt) 

  

Dress uniform:  

Black Knole Academy logo Jacket  

Black, fine knit V-neck jumper (optional) 

White button up shirt (all students need to wear their house tie if they’re wearing this type of shirt) or; 

White revere blouse any sleeve length (no tie required) 

Black Knole Academy logo skirt 

Black/flesh coloured tights or; 

White or black ankle socks 

Gold or silver stud earrings, one in each lower earlobe 

  

For either uniform: 

Black leather shoes or; 

Black Nike Air Force One trainers (or Air Force One style) with the chrome tag removed are the only 

trainers permitted 

 

Compulsory Optional 

School PE Polo Shirt Tracksuit Top 

Black Skort or Shorts (no logo) School Tracksuit Top 

Trainers with non-marking soles School Tracksuit Bottoms 

White Socks School Rugby Top 

Gum Shield and Shin Pads Plain Black Long Sleeve Skin 

Long Black Sport Socks Plain Black Sports 

Leggings/Skin 
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Knole Academy Dress Code 

 

Students are expected to be neat and clean at all times 

Full school uniform must be worn to and from school 

No jewellery may be worn other than a watch and one small plain gold or silver stud in each lower ear 

lobe.  

No make-up should be worn 

Nail varnish, false or acrylic nails are not permitted 

Eyelashes must be natural; no false lashes or extensions are permitted  

Hair should be a natural colour, no shorter than a number 3 cut and of a natural style 

No hair accessories other than a black hair band for tying back hair is allowed 

Shoes must be plain black low-heeled leather or leather-look and no higher than the ankle bone. Plimsolls 

or plimsoll-style shoes in any material are not permitted 

Black Nike Air Force 1 trainers (or Air Force 1 style) with the chrome tag removed are the only trainers 

permitted. 

Shirts must be tucked in and blazers worn at all times 

Only badges presented by the school can be worn 

Hoodies are not permitted at any time 

Outdoor coats should go into the locker on arrival at school but may be worn when outside at lunch time 

Socks and tights must be plain, in good condition and not worn together 

Skirts must not be rolled up 
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Knole Academy Sixth Form dress code 

 

First impressions are very important.  Knole Academy’s Sixth Form dress code offers students flexibility of 

personal choice within a framework which upholds the professional standards expected in a focused 

working environment.   

 

We encourage smart, stylish dress which promotes self-confidence, commitment and pride, setting a 

positive example to younger learners.  Students enter the sixth form to study and achieve their goals, 

participating in academy life and the wider community.  Their choice of  

dress should reflect this. The following list is not exhaustive but should offer a clear set of guidelines to 

follow.    

 

Male students: 

• Smart, tailored trousers. 

• A smart, tailored suit jacket. 

• A smart cardigan or jumper may be worn under a jacket in cooler weather. 

• A smart shirt with tie. 

• Leather, smart shoes. 

 

Female students: 

• Smart, tailored trousers or a smart skirt or dress. 

• A smart top which covers the shoulders and does not show the midriff or cleavage. 

• A smart cardigan or jumper may be worn in cooler weather. 

• A blazer is optional but encouraged. 

• Smart shoes with a heel of a sensible height. 

 

In addition to the above, the following points should be adhered to: 

 

• Outdoor coats should be smart and should not be worn once inside academy buildings. 

• Denim is not allowed. 

• Jewellery and make up should be minimal and discreet.   

• A high standard of personal presentation is expected at all times.  

• ID cards should be worn at all times 

 

Students studying Hairdressing are required to wear an official tunic, smart black trousers or skirt of a 

suitable length and flat black, closed toe shoes during practical sessions and should follow the standard 

dress code at all other times. 

 

If in doubt the Deputy Headteacher in charge of Sixth Form should be contacted prior to any purchase to 

confirm the suitability of any items.  Knole Academy reserves the right to decide what is considered 

appropriate.  Should the dress code not be followed then students may be asked to stay in isolation with 

their tutor or to go home and change. 
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Appendix 2 

 

Home-School Agreement 

 

The Parents 

 

I/We shall: 

• see that my/our child goes to school regularly and on time and is properly equipped. 

• let the school know about any concerns or problems that might affect my/our child's work or 

behaviour. 

• support the school's policies and guidelines for behaviour, attendance, punctuality, equipment 

and uniform. 

• ensure my child attends all detentions, including same day detentions. 

• support my/our child in homework and other opportunities for home learning, providing 

somewhere quiet and free from distractions. 

• attend parents' evenings and discussions about my/our child's progress. 

• keep myself/ourselves informed about my/our child's life at the school. 

• when using social media, only comment positively about the school, when appropriate. 

• report any problems and issues to the school in an appropriate manner. 

 

The Academy will: 

• teach your child within a caring environment and contact parents if there is a problem with 

attendance, punctuality, uniform or equipment. 

• let parents know about any concerns or problems that affect their child's work or behaviour. 

• send home regular reports. 

• set, mark and monitor homework and provide facilities for your child to do homework in school. 

• arrange parents’ evenings. 

• keep parents informed about school activities through letters, news sheets and notices about 

special events. 

• maintain confidentiality and store student data securely to comply with data protection 

legislation. 

 

The student: 

 

I shall: 

• attend school every day unless I am unwell. 

• always wear the correct uniform and have the right equipment. 

• work hard in lessons, do my best work and avoid behaving in a way that will stop others from 

learning. 

• treat all staff and students with respect. 

• follow the school code of conduct in order to be safe, ready, respectful and engaged. 

• look after the school environment and keep it graffiti and litter-free. 

• behave in a way that is safe and sensible at all times, including on all forms of electronic 

communication. 

• promote the good reputation of the Academy and uphold its policies. 
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Appendix 3 

Behaviour Procedure 

 

 

If a student does not comply with the code of conduct  then the following consequences may be used: 

 

Minor Incidents 

1. A quiet warning and a reminder of the expected behaviour. 

2. A note should be made on the student’s behaviour log in SIMS if merited.  The ‘action taken’ must  

     also be completed.  

3. Form tutors will monitor their tutees behaviour record and speak to students about their 

     behaviour record when required.  

 

Intermediate Incidents 

1. A quiet warning and a reminder of the expected behaviour 

2. Behaviour log on SIMS completed including ‘action taken’. 

3. 5 minute calm down outside the classroom while the student fills in a Reflections Form if 

appropriate 

4. Issue a subject detention – break, lunchtime or after school 

5. Send the student to the Subject Leader, or other designated teacher with some work for one 

lesson if appropriate 

6. Ask the student and any witnesses to write a statement if appropriate.  Any statement should be 

dated and signed. 

7. In consultation with the subject leader, place the student on subject report  

8. Contact parents to explain what has happened.  This can be done via the planner, e-mail, the 

telephone, or a face to face meeting. Verbal notification will need a written record 

9. Have a strategy meeting with the student, teacher and subject leader (level 1) 

10. Arrange a ‘time for reflection’ with the subject leader – the student will work with another member 

of the department for a specified number of lessons  

11. Have a second strategy meeting with the student, teacher, subject leader, year leader and parent 

(level 2) 

12. Transfer the student to an alternative group (repeated incidents only) 

 

Major Incidents 

1. Quickly and calmly remove the student from the situation – if the student will not move call for a 

senior teacher 

2. Ask the student to fill in a reflections form if appropriate. Send the student, or if more appropriate 

another student, to the subject leader.  Arrange for the student to work outside the class room or 

in another classroom.   

3. Write a detailed record of the incident and give it or e-mail it to the year leader.  Ensure that the 

subject leader and the form tutor also receive a copy.  If it requires urgent attention ensure that 

the year leader is informed at the earliest opportunity.  Also, log the incident on SIMS. 

4. Request that the subject leader or year leader asks the student(s) involved and relevant witnesses 

to make a written statement recording what they saw, heard and felt, if appropriate.  Staff may on 

occasion listen to students and summarise their comments.  If a statement is made then the 

statement should be dated and signed.  If an exclusion is being considered then students should 

usually make a written statement. 

5. The year leader will then decide on an appropriate course of action. 

 

Incidents at Break and Lunchtime in corridors and/or shared spaces such as the dining room 

If an incident happens at break or lunchtime, not in a lesson context, the following procedure should be 

followed: 

 

Minor incidents 

1. Explain the required behaviour to the student 
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2. Fill in a behaviour log and issue a minor sanction if necessary.  

 

Intermediate Incidents 

1. Explain the required behaviour to the student 

2. Report to the tutor once the incident has been dealt with. This can be in person, via a written copy 

or by e-mail – if there is a potential health and safety risk ensure that the year leader is notified as 

a matter of urgency – escort the student to the year leader, or a senior member of staff if 

necessary 

3. Fill in a behaviour log on SIMS 

 

Major Incidents 

1. If you believe that a student, member of staff or the school buildings are at risk place the student 

(s) in behaviour zone with yourself and/or any other nearby staff. 

2. Contact a year leader or senior member of staff immediately and ask for assistance 

3. Submit a detailed written report to the year leader before the end of the school day.  If it is the 

end of the school day then first thing the following morning 

4. Fill in a behaviour log on SIMS 

 

 

Restorative Justice  

 

Restorative justice meetings will be held by a member of the pastoral team when an incident has 

occurred which could lead to on-going poor relations between a member of staff and a student, or two or 

more students.  It will be a positive meeting aimed at developing a plan for moving forwards. All parties 

need to be in agreement with holding the meeting and prepared to make concessions. 

 

Student Statements 

 

In the event of an intermediate or major incident students involved in the incident will be asked to make 

a written statement.  The statement will need to be dated and signed.  The statements will be used by 

members of staff to investigate the incident.  Please see appendix 9. 

 

Behaviour Zone 

 

Two Assistant Year Leaders will manage the Behaviour Zone. They will provide work and support 

completion of work to any students placed in the Zone. They will ensure that the work is returned to the 

appropriate teacher.  

Students required to write statements will be supported by the Assistant Year Leaders, who will pass the 

statements to the appropriate member of staff, usually the Year Leader. 
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Appendix 4 

 

Consequences 

 

 

NB the following lists are examples and are not intended to be exhaustive. 

 

Students may be placed in Leadership Lunchtime Detentions for: 

• Persistent lateness to lessons 

• Failure to attend previous lunchtime detentions 

• Other breaches of the code of conduct as deemed appropriate by LT 

 

Students may be placed in an after school detention for: 

• Being late to school 3 times in one term 

• Breaking the school code of conduct relating to ‘being safe’and ‘being respectful’ 

• Failing to attend departmental after school detentions 

• Smoking on the school site or while in academy uniform (NB this includes e-cigarettes) 

• Other incidents as identified by the Headteacher or a member of the LT 

 

Students may be placed in Saturday morning detention for: 

• Persistently smoking on the academy site - (NB this includes e-cigarettes) 

• Failing to attend after school detentions 

• Incomplete coursework or failing to meet coursework deadlines 

• Persistently breaking the academy behaviour code 

• Persistently failing to follow reasonable instructions from members of staff 

• Truanting 

• Bringing the academy into disrepute 

• Bullying behaviour to staff or students 

• Persistent poor behaviour in lessons 

• Other incidents as identified by the Headteacher or a member of the ELT 

• Misuse of the school IT system 

 

Students may be placed in the behaviour zone for: 

 

• Wearing the incorrect uniform (after already being in isolation with their tutor) 

• Using violent, abusive or offensive language to staff, students or visitors 

• Bullying behaviour to staff or students 

• Truancy 

• Persistent poor behaviour in lessons 

• Persistently failing to follow the code of conduct 

• Persistently failing to follow reasonable instructions from a member of staff 

• Bringing the academy into disrepute 

• Failing to attend after school detentions 

• Failing to attend Saturday morning detentions 

• Other incidents as identified by the Headteacher or a member of the LT 

• Poor behaviour when travelling to and from school 

 

Students may be excluded for: 

• Fighting or assault 

• Swearing at a member of staff 

• Bringing the academy into disrepute 

• Bringing drugs/alcohol/dangerous weapons onto the academy site 

• Dangerous behaviour that puts the student, or other students at risk 

• Bullying 

• Persistently failing to follow the academy rules 

• Persistent poor behaviour in lessons 
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• Failing to attend Saturday morning detentions 

• Theft 

• Damage to school property or equipment 

• Other incidents as identified by the Headteacher or a member of the ELT  

• Misuse of the school IT system 

 

It should be noted that the exclusions guidance states that students can be excluded for behaviour which 

took place outside of school if there is a clear link to that behaviour and good order and discipline within 

the academy.  Any behaviour which undermines the authority of a member of staff, or places another 

student at risk of emotional or physical harm could therefore result in an exclusion even if it took place 

away from the academy premises and out of the academy day. 

 

Consequences of failure to attend detentions 

Our standard position is that detentions will not be reset. 

Non-attendance at detentions will result in the sanction being stepped up unless the student is absent 

from school or excluded from school, in which case it will be reset, or if good evidence is presented which 

justifies the non-attendance at the detention. 

If the 4-hour detention is missed, the HOYs will be advised and the detention reset, plus a day in the 

behaviour zone is given. If a PPB exclusion is set it will cause a 4-hour detention to be cleared. 

Detentions will not be combined. Each detention is set individually and will be completed individually. 

Once an exclusion for PPB is given any imminent 4-hour detentions will be removed. 

 

Permanent Exclusion 

 

Knole Academy aims not to permanently exclude, however, in certain circumstances a permanent 

exclusion may be unavoidable, if a student fails to respond to the above measures and their behaviour 

leads to serious and or continued breaches of the behaviour policy. A student may also be permanently 

excluded for a serious one-off incident and if remaining on site would be detrimental to the health, 

safety, welfare and education of others within the academy. 

 

 Students may be permanently excluded for: 

 

• Having an offensive weapon on the Academy site 

• Dealing drugs (including legal drugs) on the Academy site 

• Bringing a significant quantity of drugs (legal or illegal) that a reasonable person would consider 

too much for personal use 

• Being involved in a drugs related incident more than once 

• Serious actual or threatened violence (including spitting) towards a member of the Academy staff 

or another student   

• Persistent and consistent failure to follow instructions from members of staff which could affect 

the behaviour and good order of the school community    

• Serious or repeated assaults against a fellow student 

• Persistently poor behaviour which leads to disruption in lessons 

• Persistent and repeated bullying, including electronic bullying in all its forms against students or 

staff 

• Being a health and safety risk to themselves, to other students, or to staff  

• Persistently damaging school equipment or property 

• Attempted arson or intent to set fire to the academy property 

• Sexualised behaviour that causes, or could reasonably be expected to cause physical, emotional or 

psychological damage to students or staff at the academy  

 

Confiscation of Items 
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Students should not bring to the academy any item that is dangerous, illegal, inappropriate or offensive. 

Such items are likely to be confiscated and in certain circumstances may be disposed of or handed to 

another agency e.g. The Police. 

 

Confiscated and returned at the end of the school day: 

• Non-uniform items such as items of jewellery, patterned socks, non-uniform trainers etc 

• An item that is contrary to school rules – eg electronic equipment such as mobile phones, 

headphones etc 

• An item that is likely to cause disruption to a lesson – eg magazines, laser pens etc 

 

Confiscated and returned to parents/carers after at least 24 hours of confiscation: 

• Mobile phones and electronic equipment - the second time such items are confiscated they will be 

returned when the parent/carer comes to collect them at least 24 hours after confiscation.   

• Very expensive items, eg some jewellery 

• The second offence of any item normally returned at the end of the school day  

 

Confiscated and disposed of 

• Items which is illegal for the students to have – eg cigarettes, vapes, alcohol, lighters, etc 

• Items which are designed to hurt or shock – eg electric shock devices 

 

Confiscated and handed over to the police 

• Dangerous items – eg laser pens, B-B guns, etc 

• Illegal items – eg drugs or suspected drugs, etc 

• Mobile phones with illegal content – eg bullying texts or pornographic images, etc 

 

 

Searching a student (based on DfE guidance January 2018) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/

Searching_screening_and_confiscation.pdf 
 

The academy uses CCTV extensively to inform investigations.  

 

Students will be searched if the academy believes that they have something in their possession that 

contravenes the school rules.  This could be any of the following: 

 

Tobacco         

Vapes                                                                  Lighters 

Mobile phones                                                              Aerosols 

Alcohol                                                                         Drugs 

Stolen items                                                                   Fireworks 

Offensive weapons                                                         Pornographic material 

 

This list is not exhaustive.  

 

When a student is searched there will normally be two members of staff present wherever possible.  The 

staff members will be of the same sex as the student wherever possible.  If there is time, the student may 

be taken to a private place, however, there may be situations where it is better for the education of the 

child for the search to take place near to their classroom. The student will be asked to remove their 

blazer / coat or outdoor sweatshirt in the case of PE so that the pockets can be searched.  Boys will be 

asked to pull out their trouser pockets.  Students will also be asked to take the staff member(s) to their 

locker and the locker will be searched. This will involve removing all items from the locker and searching 

inside pencil cases, etc.  Shoes may be searched if there is a reasonable suspicion that something may be 

hidden in the shoe. 

 

A search will only take place if there is reasonable suspicion that the student has something in their 

possession that is against the school rules. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf
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Any student who refuses to be searched will be subject to an appropriate sanction up to and including an 

exclusion. 
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Appendix 5 

 

The Report System 

 

There are a range of reports that can be used to support a student in improving their behaviour. 

 

If a student is placed on report: 

• it must be for a maximum of two weeks (before either moving ‘up’ a report level or before coming 

off report) 

• There must be no more than two targets 

• Targets must be SMART, relate to specific elements of the code of conduct and individualised for 

the student being placed on report 

• Parents/Carers must be informed of the start date of the report and the reasons for it 

• It must be clear whether the report is positive (when a student needs a reminder of what they can 

achieve and how well they can behave) or a sanction (which is used when there are clear signs that 

the student is falling into bad habits and needs structured support and monitoring to get back on 

track) 

 

Types of Report: 

 

1. White ‘Tick’ report - this report is when a student needs a reminder of what they can achieve and how 

well they can behave. It is monitored by the tutor. 

2. Pink subject report – this report is for when behaviour is repeatedly poor in a particluar subject and is 

monitored by the subject leader. 

3.   Blue Tutor Report – this is a number based report – 1 to 3 (see below) – which is used when there are 

     clear signs that the student is falling into bad habits and needs structured support and monitoring to  

     get back on track. It is monitored by the tutor 

4. Green Year Leader report – this is a number based report – 1 to 3 – which is used when the green 

report has failed to bring about an improvement in behaviour.  Students need to appreciate that they 

are at serious risk of a long after-school detention, or time in the behaviour zone, for persistent poor 

behaviour if they are on this report 

5. Red Senior Leader report – this is a number based report 1 to 3 – if a student is on this report they 

should have had an after-school detention for persistent poor behaviour.  If their behaviour does not 

improve on this report then an isolation, or an exclusion is likely. 

 

Students work their way up and down the reporting system.  They can only come off report when targets 

are consistently met. 

 

Grade Descriptors for Reports 

 

Grade Description 

 

1 Excellent behaviour, work rate and attended punctually 

 

2 Satisfactory behaviour and work rate and/or was less than 5 minutes late 

 

3 Unsatisfactory behaviour and work rate due to two or more inconsistencies and/or was 

more than 5 minutes late 
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Appendix 6 

Discipline Incidents and Consequences 

This document is a summary of suggestions from teachers in a twilight CPD session.  It is intended as 

an example of the type of incidents you may experience in your lessons and some suggestions on how 

to deal with them. It is not intended to be exhaustive, students are very inventive and they will always 

have the capacity to surprise. We should also remember that they are all individuals and teachers will 

need to reflect on which individual they are dealing with when deciding on what action to take. Finally, 

a sense of humour will take you a long way when dissipating confrontation and generous use of 

descriptive praise can prevent problems before they begin. 

 

 

Severity of Incident Possible Actions 

MINOR  

Chatting Make your expectations clear and ask the student 

who is talking to tell you the rule 

Chewing Ask for it to be removed 

Irritating behaviour such as tapping pens Remove the source of irritation 

Uniform infringement Check uniform EVERY lesson as students arrive 

Arriving late Speak to at the end of the lesson 

Lack of equipment Descriptively praise students who have all their 

equipment 

No homework Quietly talk to the student about why you are not 

satisfied 

Passing notes Remove the item  

Off task Give ‘the look’ 

Eating Move closer to the student and give a look 

Swinging on chair Remind students of the ‘Be safe’ rule 

 

 

Severity of Incident Possible Actions 

INTERMEDIATE  

Repeated minor incidents Reminder of ‘chances’ given before setting a 

sanction 

‘Stroppiness’ Try to prevent issues from becoming intermediate 

such as by focussing on positive behaviours or 

potential rewards 

Insufficient classwork Note in planner to be signed by parents 

Aswering back Detention or phone call home 

Demanding attention Isolate within the classroom 

Leaving seat without permission ‘One to one’ chat to establish reason 

Bickering 2 minute cool down outside the classroom 

No equipment Subject report 

Having banned equipment such as phone or 

headphones 

Confiscation in line with policy 

 

 

Severity of Incident Possible Actions  

MAJOR   

Swearing 

Email a written incident report as quickly as 

possible after the incident 

Refer to subject leader or pastoral leader at 

the first opportunity, if possible in person.  
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Outright defiance Refer to subject leader  

Truanting lesson Telephone parents/carers 
 

Bullying Ask parents to attend a meeting 
 

Aggressive / 
'Park' the student for a specified amount of 

time with another teacher 

 

Threatening behaviour 

take student to the Behaviour Zone to write a 

statement and remove them from the 

situation 

 

Stealing If proved; fixed-term exclusion  

Dangerous behaviour eg :  

- jumping out of windows  

- locking teacher out of classroom 

locking students in cupboards etc 

Subject leader to refer to Pastoral Leader if  

necessary 

Internal isolation  

Saturday morning detention 

Fixed term exclusion 
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Appendix 7 

Start and End of Lesson Routines 

Please follow these start and end lesson routines as appropriate. 

 

START OF LESSONS - Key Stage 3 and 4 

 

• Teacher should be waiting to greet students at the door 

 

• Students should be calm and orderly 

 

• Students should enter class quietly and sit down when directed 

 

• Teacher should check uniform / make up / jewellery as students enter - any students incorrectly  

dressed asked to correct it before/as they enter the room 

 

• Register should  be taken by the in silence 

 

• Students should respond with teacher’s full name - eg Yes Mrs Smith 

 

 

END OF LESSONS - Key Stage 3 and 4 

 

• Students should pack away when asked to do so 

 

• Students should stand up and tuck chairs under desk / place on top of desks  

 

• Students should pick up litter - generally tidy classroom 

 

• Students should leave room in a controlled manner 
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 Appendix 8 

Behaviour Ladder 

 
 

This ladder gives an indication of the kind of intervention that will be put in place for students as they accrue behaviour points.  It is not intended to be exhaustive, 

nor will all interventions be used with all students.  The pastoral team will use their professional judgement and select the interventions that they think are most likely 

to be successful.  If a student accumulates behaviour points very quickly then stages may be omitted. 

 

 

TERM 1 

FT 

Tier One 

YL with FT 

Tier Two 

YL with DH 

Tier Three 

AP with SDH 

Tier Four 

SDH with HT 

Tier FIve 

3 – 4 points 5 – 8 points 9 – 12 points 13 - 16 points 16+ 

Verbal warning 

Note in planner 

Phone call home.  

Tutor Support Report 

Lunchtime detention with 

tutor 

Tutor blue report 

Half hour after-school 

detention for persistent poor 

behaviour- include that child 

is now on tier two of the 

behaviour ladder (Zero in BP) 

Year leader phone call home 

Copy of behaviour record to be 

sent home with set letter - 

concerns 

Liaise with AEN – check no 

special needs 

Year leader to look at pattern 

of behaviour points and refer 

to SL if required 

1 hour after-school detention 

for continued persistent poor 

behaviour (zero in BP) 

Year leader report 

Phone call from year leader 

Senior Deputy Head to be 

made aware that there is an 

issue  

Referal for internal 

intervention made 

Parents come to school to 

discuss behaviour record 

 

REFER FOR INTERNAL 

INTERVENTION 

2 hour after-school detention for 

continued persistent poor behaviour 

(zero in BP) 

Consultation with Senior Deputy Head, 

student and YL 

Parents MUST attend a meeting 

PSP in place  - Copy of behaviour 

record sent home – serious concerns  

Refer for early outreach support 

Internal intervention in place 

ELT report 

 

Referral to external intervention 

considered or made 

 

 

4 hour Saturday detention 

Meet with DC and SB 

External intervention MUST be 

implemented 

SLT report 

Parents informed that PSP is failing – 

managed move or SC/PRU placement 

imminent.  

 

Significantly more than 16 BP may 

result in a fixed term exclusion 
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TERM 2 

FT 

Tier One 

YL with FT 

Tier Two 

YL with DH 

Tier Three 

DH with SDH 

Tier Four 

SDH with HT 

Tier FIve 

5 – 8 points 9 – 12 points 13 – 16 points 17 - 20 points 20+ 

Tutor Support report 

Success Plan, including 

contract 

30 minute after-school 

detention for continued 

persistent poor behaviour 

Copy of BR sent home –  

concerns 

 

1 hour after school 

detention for persistent 

poor behaviour  

Tutor report  

YL to phone home 

 including  contract, 

mandatory  

Liaise with AEN – check 

special needs  

 

Refer for Internal 

intervention  

 

Year leader Report 

2 hour detention for 

continued persistent poor 

behaviour  

Year leader and Deputy 

Head meet with the student 

PSP to be initiated – 

parents come to school.  

Parents shown behaviour 

ladder 

DH made aware that there 

is an issue 

 External intervention 

referral to be made 

 

DH  Report  

Consultation with AP, SDH and 

student 

4 hour Saturday detention for 

persistent poor behaviour 

Parents must attend a PSP review 

meeting and be made aware that 

their child is failing the PSP – 

managed move, or AC placement 

imminent.  Parents reminded of 

behaviour ladder. 

Refer for early outreach support  

External and internal interventions 

reviewed for impact 

 

2 day isolation for persistent poor 

behaviour  

Meet with DC and SB 

SLT report 

Managed move or AC discussed 

with parents 

Significantly more than 20 BP may 

result in a fixed term exclusion 

KS3 students are likely to be 

referred to Two Bridges for a 

temporary placement 
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TERM 3 

FT 

Tier One 

YL with FT 

Tier Two 

YL with DH 

Tier Three 

DH with SDH 

Tier Four 

SDH with HT 

Tier Five 

9 to 12 points 13 – 18 points 19 – 24 points 25 - 30 points 31+ 

Tutor Support or Tutor Report 

Half or one hour after school 

detention 

Copy of behaviour record sent 

home –concerns 

including contract 

Liaise with SEN – check special 

needs 

Form tutor to phone home 

TUTOR TO CONSULT WITH 

YL RE REFERAL FOR 

INTERNAL INTERVENTION 

2 hour after school detention 

for continued persistent poor 

behaviour plus time in 

isolation 

Behaviour Report to be sent 

home and year leader to 

phone 

Year leader to look at pattern 

of behaviour points and refer 

to SL if required 

Year leader report 

REFER FOR INTERNAL 

INTERVENTION 

DH report 

4 hour Sat detention 

KS3 students – timeout at 

PRU recommended 

Refer for outreach support 

Early help to be discussed 

with parents and processed 

if agreement given 

Managed move considered  

Year leader and Deputy 

Head meet with student 

PSP mandatory 

External intervention 

referral to be made 

2 day isolation for persistent 

poor behaviour  

KS3 students to be told must 

have a timeout at PRU 

Early help strongly 

recommended 

   SDH and DH meet with   

   student 

Parents meet with Deputy 

Head – PSP failing – 

managed move to be 

considered 

 

SDH and HT meet with 

student 

2 day exclusion for persistent 

poor behaviour 

SLT report 

Managed move or AC 

discussed with parents – 

student at risk of permanent 

exclusion 

KS3 students are likely to be 

referred to Two Bridges for a 

temporary placement 
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TERM 4  

FT 

Tier One 

YL 

Tier Two 

YL with DH 

Tier Three 

DH with SDH 

Tier Four 

SDH with HT 

Tier Five 

13 - 18 points 19 – 24 points 25 - 30 points 31 - 36 37+ 

Tutor Support or Tutor Report 

Half or one hour after school 

detention 

Copy of behaviour record sent 

home –concerns 

 including contract 

Liaise with SEN – check special 

needs 

Form tutor to phone home 

TUTOR TO CONSULT WITH 

YL RE REFERAL FOR 

INTERNAL INTERVENTION 

2 hour after school detention 

for continued persistent poor 

behaviour plus time in 

isolation 

Behaviour Report to be sent 

home and year leader to 

phone 

Year leader to look at pattern 

of behaviour points and refer 

to SL if required 

Year leader report 

REFER FOR INTERNAL 

INTERVENTION 

DH report 

4 hour Sat detention 

KS3 students – timeout at 

PRU recommended 

Refer for outreach support 

Early help to be discussed 

with parents and 

processed if agreement 

given 

Managed move 

considered  

Year leader and Deputy 

Head meet with student 

PSP mandatory 

External intervention 

referral to be made 

2 day isolation for persistent 

poor behaviour  

KS3 students to be told must 

have a timeout at PRU 

Early help strongly 

recommended 

SDH and DH meet with 

student 

Parents meet with Deputy Head 

– PSP failing – managed move 

to be considered 

 

SDH and HT meet with 

student 

3 day exclusion for persistent 

poor behaviour 

SLT report 

Managed move or AC 

discussed with parents – 

student at risk of permanent 

exclusion 

Governors Disciplinary 

meeting arranged if 

appropriate 

KS3 students will be referred 

to Two Bridges for a 

temporary placement if 

parents do not want a 

managed move 
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TERM 5 

FT 

Tier One 

YL with FT 

Tier Two 

YL with DH 

Tier Three 

 DH with SDH 

Tier Four 

SDH with HT 

Tier Five 

19 – 24 points 25 - 30 points 31 - 36 37 - 42 43+ 

Tutor Support or Tutor Report 

Two hour after school detention 

Copy of behaviour record sent 

home –concerns 

Success Plan, including contract 

Liaise with SEN – check special 

needs 

Form tutor to phone home 

TUTOR TO CONSULT WITH 

YL RE REFERAL FOR 

INTERNAL INTERVENTION 

4 hour Saturday detention for 

continued persistent poor 

behaviour plus time in 

isolation 

Support plan – if not already 

in place 

Behaviour Report to be sent 

home and year leader to 

phone 

Year leader to look at pattern 

of behaviour points and refer 

to SL if required 

Year leader report 

REFER FOR INTERNAL 

INTERVENTION 

DH report 

2 day isolation 

KS3 students – timeout at 

PRU recommended 

Early help to be discussed 

with parents and processed 

if agreement given 

Managed move considered  

Year leader and Deputy 

Head meet with student 

PSP mandatory 

External intervention 

referral to be made 

2 day exclusion for persistent 

poor behaviour  

KS3 students to be told must 

have a timeout at PRU 

Early help strongly 

recommended 

SDH and DH meet with 

student 

Parents meet with Deputy 

Head and Senior Deputy 

Head – PSP failing – 

managed move to be 

considered 

 

SDH and HT meet with 

student 

4 day exclusion for 

continued persistent poor 

behaviour 

SLT report 

Governors Disciplinary 

meeting arranged. 

Managed move or AC 

discussed with parents – 

student at risk of permanent 

exclusion 
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TERM 6 

FT 

Tier One 

YL with FT 

Tier Two 

YL with DH 

Tier Three 

DH with SDH 

Tier Four 

SDH with HT 

Tier Five 

25 - 30 points 31 - 36 37 - 42 43 - 48 49+ 

Tutor Support or Tutor Report 

Two hour after school detention 

Copy of behaviour record sent 

home –concerns 

Success Plan, including contract 

Liaise with SEN – check special 

needs 

Form tutor to phone home 

TUTOR TO CONSULT WITH 

YL RE REFERAL FOR 

INTERNAL INTERVENTION 

4 hour Saturday detention for 

continued persistent poor 

behaviour plus time in 

isolation 

Support plan – if not already 

in place 

Behaviour Report to be sent 

home and year leader to 

phone 

Year leader to look at pattern 

of behaviour points and refer 

to SL if required 

Year leader report 

REFER FOR INTERNAL 

INTERVENTION 

DH report 

2 day isolation 

KS3 students – timeout at 

PRU recommended 

Early help to be discussed 

with parents and processed 

if agreement given 

Managed move considered  

Year leader and Deputy 

Head meet with student 

PSP mandatory 

External intervention 

referral to be made 

2 day exclusion for persistent 

poor behaviour  

KS3 students to be told must 

have a timeout at PRU 

Early help strongly 

recommended 

SDH and DH meet with 

student 

Parents meet with Deputy 

Head and Senior Deputy 

Head – PSP failing – 

managed move to be 

considered 

 

SDH and HT meet with 

student 

5 day exclusion for 

continued persistent poor 

behaviour 

SLT report 

Managed move or AC 

recommended to parents – 

student likely to be 

permanently excluded if no 

improvement 
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Appendix 9 

 

Guidance for schools on taking statements from students following incidents not subject to 

investigation by Police or Social Care. 

 

Introduction 

  

It recognises that in order to be fair to all students and staff, the taking of witness, perpetrator and victim 

statements is an important part of investigating incidents. CCTV evidence will also be used where appropriate.   

 

It is the intention of this guidance to assist teachers and school staff in obtaining and recording an accurate 

and truthful account of incidents that breach the school’s behaviour policy and that occur under the 

jurisdiction of the school. All parties involved should be able to give their own accounts of what has allegedly 

happened and thus facilitate a measured and considered response from the Headteacher in taking action as 

natural justice and the balance of probability would dictate. 

   

When investigating alleged incidents it is best practice for a thorough investigation to be carried out by 

considering all the evidence and ensuring that the alleged perpetrator and any witnesses have been able to 

give their version of events.  

 

Where the school’s case rests solely or mostly on physical evidence, and where the facts are in dispute, the 

physical evidence should be retained if practicable for any exclusion panel. If there are difficulties in retaining 

evidence then photographs, CCTV images or signed witness statements are acceptable. 

 

The Secretary of State feels that it is generally more appropriate for a student’s written statement to be used at 

exclusion meetings rather than these students appearing as witnesses. Knole Academy therefore uses 

anonymised written statements at Governor Disciplinary Meetings.  

 

As outlined above, student and staff statements are expected to be used as an integral part of investigating 

incidents in school.  Statements should ideally be of such a standard that they demonstrate the 

professionalism of the staff involved in the unlikely event of them being used in any legal proceedings. 

 

All written statements must be attributed signed and dated. 

 

All statements must be placed in the student’s file at the end of the investigation and kept for a period 

specified by legal guidelines. 

 

MANAGEMENT OF INCIDENTS THAT CONSTITUTE A BREACH OF THE SCHOOL BEHAVIOUR POLICY 

 

All schools should have a protocol for staff to ensure that all incidents are managed according to their severity 

in an appropriate manner. At Knole Academy, this protocol is important for the safety and well- being of 

students.  The academy reserves the right to take witness statements without a parent present as it has in loco 

parentis powers.  To ensure that school staff can be confident as to the validity and reliability of statements it 

is expected that statements will always be written at school under the supervision of the school staff.  There 

may be extenuating circumstances in rare situations which means that statements written somewhere other 

than at school are accepted.  When making a decision about whether to investigate an incident staff should use 

the Behaviour Policy to see if it has been breached. 

 

When a serious incident is thought to have occurred, the situation should be reported to and managed by a 

member of the school’s senior leadership team.  

 

Management of Incident. 

 

1) Contain and assess the situation; 

 

▪ Safety of all students and staff. Deal with any immediate hazards and emergency first aid situations. 

▪ Separate the students involved in the incident by delegating their care to various staff. This will defuse 

the situation, prevent collusion and ensure students get appropriate support. 
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▪ Preservation of evidence eg; graffiti, blood etc. In the event of not being able to preserve the evidence 

then photographic and witness evidence may be used.  This may also include CCTV footage.  

▪ Continue to assess the situation recording significant factors as soon as practically possible – this is 

not statement taking. This will inform initial decisions. 

 

2) Consider with the Headteacher/Designated Safeguarding Lead and others with specialist knowledge, 

the nature of the circumstances and make an initial decision on whether to refer to Police or social care 

for advice or action.  

 

Please note:- 

• Any substance related incident needs to follow the academy policy on dealing with a drugs 

related incident. 

• Any incidents involving inappropriate sexualised behaviour should be assessed as to whether 

the children and families team should be contacted and if unsure an approach to the duty team 

can be made for advice. 

• Any incidents involving offensive weapons should consider police involvement as it is a criminal 

offence to possess an offensive weapon on a school site  

 

3) If referring to the Police or social care please refer to the relevant information in this guidance. 

 

4) If the school are to investigate internally then proceed to interview students and take statements. 

 

Police Involvement. 

 

There will be exceptional circumstances where the Headteacher feels that a serious criminal act has taken 

place and the exclusion guidance highlights that these might include: 

 

▪ Serious actual or threatened violence against another student or member of staff; 

▪ Sexual abuse or assault; 

▪ Supplying an illegal drug; 

▪ Carrying an offensive weapon. 

 

The above list is not exhaustive but in each case it is serious enough to affect the discipline and well being of 

the school community. 

 

Informing the police. 

 

The decision to inform the police should be taken by the Headteacher/senior member of staff following 

containment and assessment of the situation. 

 

The school will dial 999 in the event of an emergency and 101 if it is not an emergency. 

 

While the police are investigating an incident the school should refrain from taking statements unless the 

police have given permission to continue. In some cases there can be sharing of information to avoid 

duplication of statement taking.  

 

Should a situation arise where the Headteacher feels that he/she will permanently exclude the student but has 

not been able to investigate fully due to police involvement then the Headteacher will need to make his/her 

decision based on the information available at the time. The governors will review this decision in the normal 

way and it would be for the Independent Review Panel to address the issue should new evidence come to light 

following the parallel police procedures concluding. In order to ensure that the Independent Review Panel can 

address this issue the review panel has the right to adjourn which the Governors’ panel does not have. It 

should also be remembered that the police work on the judgement of ‘beyond reasonable doubt’ while the 

Headteacher makes the decision on the ‘balance of probabilities’. 

 

Incidents outside the Headteacher’s jurisdiction 
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Child Protection and Information Sharing protocols allow Headteachers and the police to share relevant 

information where appropriate. It may be that the Headteacher receives information that a student has been 

involved in a criminal act that has taken place outside the jurisdiction of the school. In this situation the 

Headteacher needs to take into account whether in the interest of the student concerned, and the school 

community as a whole, the student should return to school or have arrangements made for education off site. 

These incidents would normally already be under investigation by the police. 

 

Social care involvement 

 

In any instance where it is thought that a child is at risk or has been subject to significant harm an immediate 

referral should be made to the Designated Safeguarding Lead for the school. The Headteacher should also be 

informed. 

 

The Designated Safeguarding Lead will then instigate appropriate procedures.  

 

If the situation requires a referral to Children’s Services and/or the police the school should not undertake any 

action that may undermine the investigation by these agencies. This would particularly involve refraining from 

taking any statements or further questioning the parties involved. The school should liaise with Children and 

Families for information and permission to continue with the school’s investigation as appropriate. 

 

TAKING STATEMENTS IN SCHOOL 

 

The Headteacher must ensure in the first instance that the alleged offence took place under his/her 

jurisdiction. Incidents that are under the Headteacher’s jurisdiction are those that occur on the school 

premises and other premises where a student may be registered to receive their education. These may include 

coming to and from the academy on foot or by public transport, school journeys, school trips, work experience 

and college placements.  Alternative full time educational providers with dual registered students come under 

the jurisdiction of the Headteacher of the home school but the senior staff at these full time educational 

providers will manage all serious incidents that occur on their site. Liaison will then take place between the 

provision staff and the head teacher of the host school, to develop a way forward as appropriate. 

 

The current exclusion guidance outlines that behaviour incidents in the immediate vicinity of the school or on 

a journey to and from school may result in exclusion from school. The guidance also states that the head 

teacher may exclude a student for behaviour out of school, but not on school business, when there is a clear 

link between that behaviour and maintaining good behaviour and discipline among the student body as a 

whole.  The school’s behaviour policy should outline that the school will investigate incidents that occur in the 

interests of natural justice and with the teachers acting in their capacity of “in loco parentis” and with a duty of 

care.  Knole Academy takes the view that if students are in school uniform any misbehaviour will fall within the 

school’s jurisdiction because the students are representing the Academy.  In addition, if students are using 

electronic media to bully, abuse, intimidate or otherwise contravene the good behaviour policy then this is also 

viewed as within the school’s jurisdiction so that the mental and physical well-being of students can be 

protected. 

 

It is vital that the perpetrator, victim and witnesses must make their statements separately as it results in an 

objective investigation and the question of collusion is negated.  In situations where the facts are in dispute it 

is likely that students will be kept away from their peers while the investigation is conducted.  This could be in 

an isolation room, or with a designated member of staff.  Investigations will be completed as soon as is 

practicable, but the school will ensure that the investigation identifies, on the balance of probabilities, the key 

facts of any incident. 

 

Refusal to give a statement 

 

If the perpetrator, victim or witness refuses to give a statement then the school should document this and 

ensure that they have tried all means to obtain this information depending on the reason given for refusal. It is 

important for the Headteacher to be able to make a decision in the full knowledge of the circumstances.  

Where there are missing statements the Headteacher must make a decision based on the evidence available.  

In schools incidents are assessed on a ‘balance of probability basis.’ 
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Appropriate person to take statement 

 

Where practicable, the member of staff taking the statement should not have been involved in the incident.  

 

In taking a statement from a student, consideration should be given to their age, aptitude and ability in terms 

of the process and the appropriate format chosen eg.; in supporting younger children or those with special 

identified educational needs, or those who are clearly distressed or shocked for whatever reason.  The member 

of staff can act as a scribe if this will lead to a more accurate and / or readable statement. 

 

Consideration should be given to students for whom English is not their first language – such students may 

express their case more accurately in their first language through an interpreter. 

 

Setting the ground rules for taking statements from witnesses 

 

It is important that the staff member taking the statement outlines the ground rules below to ensure the 

student is aware of the procedure.   

 

Students might only divulge information to persons with whom they feel at ease and in whom they can trust. 

The interviewer should have the skills to put the student at their ease at the start of the interview. 

Consideration should be given to the environment in which a statement is taken.  

 

Witnesses should be informed of the time and place of the alleged incident but given no unnecessary details as 

their statement needs to reflect their recollection of what occurred. 

 

Students should be reassured that the investigation will be fully investigated in a fair manner and outline that 

this is their opportunity to ensure that their voice is heard. 

 

The staff member should outline that everyone involved with the incident will be asked to give a statement 

including the alleged perpetrator/victim and all witnesses (both students and staff). 

 

The staff member should outline how the statement is to be taken eg, student following format with prompts 

or adult writing it down. 

 

The staff member should outline that the student can take as long as necessary for the statement – there are 

no time restraints of having to return to lessons etc. 

 

The staff member should outline the importance for honesty and that this statement will be used as part of the 

investigation – this is not a confidential experience the outcome may eventually be shared with others. If 

appropriate the student should be assured that personal information will be treated with sensitivity and not 

disclosed to anyone unnecessarily. 

 

The witness should be informed that their statement may be used by the Headteacher. Witnesses should be 

informed that if their statement needs to be used then it may be done anonymously. 

 

The witness should be allowed to correct or add any thing that is necessary if on discussing the matter with a 

member of staff once the statement is written they realise that information has been omitted or is incorrect. 

Students or staff members may be asked to rewrite the statement if it becomes apparent, due to other 

evidence that their original statement is incorrect.  To conclude the process the student will sign it to show 

that it is a true record of what the student stated. 

 

Setting the ground rules for taking statements from alleged perpetrators 

 

The alleged perpetrator must be informed of the basis of the case against him and this should include a 

description of the alleged offending behaviour and the time and the place of the incident.  

 

The above ground rules for taking statements from witnesses should also be outlined to the alleged 

perpetrator. 
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Choice of format for taking statement 

 

The choice of the two formats outlined below should be chosen by the person responsible for taking the 

statement and should take into account the individual situation and the student’s needs. 

 

Formatted interview 

 

(See Student Statement Form - Appendix 1) 

 

This is when the interviewer asks the student to complete a formatted statement that contains prompts.  

• It is important to record the time and place of the interview. 

• It is important to record the names of the people present at the time the statement was taken. 

• The student completes this on his/her own and it can be supplemented with questions by the 

interviewer once the student has completed the form. 

• Any questions asked by the interviewer must be written down as asked and the student’s response then 

written down. 

• The completed statement must be read back to the student and signed as a true record by both 

student and staff member. 

 

Although witnesses are ideally kept from colluding by keeping separate it is possible to use this format with 

several witnesses at once in certain circumstances as they can be asked to fill them in without speaking to 

each other, although all are in the same room and writing at the same time. 

 

All statements must be attributed signed and dated by the student giving the statement. 

 

Taking a written statement 

 

• This is when the student is asked to give their account verbally with the interviewer allowing the 

student to freely recall what happened. 

• The interviewer needs to write the responses down. 

• The interviewer takes exactly the facts given and does not make any remarks even if they know the 

facts to be different. 

• Statements are rarely given in chronological order so added information should be written in in 

chronological order, referring to when it should have been outlined. 

• If you need to prompt with a question it must be written down within the statement. 

• Avoid the use of closed questions unless you have chosen to ask such a question for a reason. 

• All statements should be attributed signed and dated by the student giving the statement. 

• The interviewer should also sign the statement and outline his/her role in the school 

 

HEARSAY EVIDENCE 

 

Hearsay evidence refers to information that a witness has heard but does not have first-hand knowledge of. It 

may be useful in eventually establishing facts but must always be treated with caution.  The statement should 

be clear that the information is ‘hearsay’ rather than first hand so that it can be given appropriate weight when 

a decision is being made.  

 

ATTRIBUTING AND ANONYMISING STATEMENTS FOR USE IN EXCLUSIONS 

 

The Exclusion Guidance states that all written witness statements must be attributed and signed and dated. In 

most situations Knole Academy will protect the anonymity of students by using typed up and anonymised 

statements.  The original statements will be available for decision makers to peruse to verify their integrity.  It 

is not expected that witnesses will attend Governor Disciplinary Panels.  However, the subject of the panel 

would be expected to attend in most cases. 
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Appendix 1 

Knole Academy Student Statement form 

 

Name:    
 

Date: 

Tutor Group: 
 

 

Date of Incident: 
 

Time of Incident: 

Place of Incident: 
 

Were you involved in the incident? 
YES/NO 
 

Were you a witness to the incident? 
YES/NO 

Who else was involved in the incident? 

 
 

What caused this incident? 

 
 
 

Described below what happened: 

 

 
 

 

 
 

 
 

 

 
 
Please use the other side of paper if you need more space 

  
What could you have done differently? 

 

 

 

 

 

 
Action taken:                                                                                                     Initials of staff: 
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Contact home via    

 
Signature:   _____________________________________________________________________________ 
 
Please continue your statement here if you need more space 

Described below what happened continued/…… 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 

 
 

 
 

 
 
Signature ____________________________________________________________________________ 
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Appendix 10 

 

Social Inclusion Student Support 

 

a) To help the academy reduce risk of disaffection among students and 

b) To bring together guidance on all aspects of academy pastoral and discipline policies 

 

To be viewed in the context of wider action both nationally and locally to prevent social exclusion - supporting 

local communities, encouraging employment and reducing crime. 

 

i. Head Teachers, Governors and LEAs must have regard to the 09/17 guidelines when  considering 

exclusion.    

ii. Exclusion may only be used in response to serious or repeated breaches of the academy's discipline 

policy. 

iii. If the Governors or the Appeal Panel consider that the guidance in Exclusion Guidelines 09/17 was not 

followed they must direct re-instatement. 

iv. Exclusion may not be used for: 

• minor issues — failure to do homework or bring dinner money 

• poor academic performance (even in years 12 and 13) 

• lateness or truancy 

• pregnancy 

• breaches of academy uniform policy [including hairstyles and jewellery] 

• the behaviour of a student's parents. 

v. In all cases of exclusion of more than one day work will be set.  All students will be able to complete 

homework tasks on Doddle, Sam Learning and My Maths. Work may also be e-mailed to them. 

vi. Knole Academy endeavours not to exclude students with Education Health Plans and in LA care.  

However, where there is no alternative, and dependent on circumstances, it may be necessary to 

exclude.   

vii. Exclusions will be avoided where possible if a student would miss a public examination.   Special 

arrangements will be put in place if this should happen. 

 

Good Practice 

 

a) It is important to set good habits early and Knole Academy will work with staff, students, Governors and 

parents to ensure that everyone is aware of the importance of regular and punctual attendance and good 

behaviour which follows the expectations set out in the good behaviour policy.  

 

b) Knole Academy recognises the need for early intervention and will quickly deal with incidents of poor 

behaviour and unexplained absence.  We will use assemblies and tutor time to reinforce positive messages 

about behaviour and attendance.  Students who do not meet the high standard required will be spoken to 

quickly in accordance with the discipline with dignity ethos. 

 

c) Knole Academy will reward students’ achievements. There will be positive recognition of individual 

students, classes, year groups and houses in the form of postcards, certificates, special assemblies and 

awards. 

 

d) Students will be supported in behaving in a positive manner. Programmes such as a report system, peer 

mentors, pastoral support plans and outreach will be used to assist students to moderate their behaviour 

in line with the good behaviour policy. 

 

e) Knole Academy will work closely with parents in order to establish good links and foster positive 

relationships. Parents will be encouraged to support good behaviour and regular attendance through home 

academy agreements, parents' meetings and newsletters. 

f) Students will be fully involved in the life of the academy. They will be involved in the consultation process 

for the behaviour policy and anti- bullying policies, their views will also be heard via the school council, and 

class discussions.   



Behaviour Policy 2021    Page 37 of 41 

 

g) Knole Academy will identify the underlying causes of poor behaviour. These causes will be addressed 

through a wide range of interventions.  Poor literacy or numeracy skills may require extra support and this 

will be made available when appropriate. 

h) Students will be provided with study support, homework clubs, thinking skills and workshops. Family 

support services will also be provided when necessary and may help parents to support their own children 

with their academy work. 

 

i) Knole Academy will adopt a multi-agency approach. Education Welfare Service, educational psychologists, 

health workers, social services, the police, the school nurse, youth service, CAMHS [child and adolescent 

mental health service] and family doctor will be liaised with as and when necessary.  Knole Academy will 

also work with other NGOs [non-governmental organisation], such as YISP [Youth Inclusion Support Panel]. 

 

 

The full statutory guidance which the Academy follows can be found using this link 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170

831_Exclusion_Stat_guidance_Web_version.pdf 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
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Appendix 11 

 

Anti Bullying Guidance 

 

 

Policy Guidance  

 

The staff and students have worked together to define what we mean by bullying and why we think it 

should be challenged. 

 

Bullying is 

• Deliberately hurtful behaviour  

• Repeated over a period of time   

• Upsetting to the person who is being bullied 

 

Bullying can take many forms but the main types are: 

• Physical - hitting, kicking, taking belongings 

• Verbal - e.g. name-calling, insulting, racist, trans-phobic or sexist remarks, making personal comments 

• Emotional - spreading nasty stories about someone, excluding someone from social groups, 

funny looks, nasty text messages or e-mails or other form of electronic communication including 

cyber bullying 

• Prejudice and/or discriminatory -based – Bullying behaviour as a result of prejudice that relates to 

perceived or actual differences 

 

There are a number of important reasons for challenging bullying behaviour:  

• To help everybody develop good social skills 

• To improve the safety and happiness of students  

• To improve educational achievement 

• To help people who bully to be more understanding of those around them 

• To be a caring academy 

• To prevent persistently bullied students being depressed as young adults 

• To raise the self confidence of victims of bullying and help them to develop the skills to deal with bullying 

behaviour 

 

The Aims of Knole Academy Anti-Bullying Policy 

• To develop greater levels of happiness and security at school 

• To reduce the amount of bullying at Knole Academy 

• To support the victims of bullying and people who bully 

• To prevent the victimisation of students from minority groups 

 

The Knole Academy aims to deal proactively with bullying to try and prevent bullying from happening.  

In order to achieve this we will: 

• Ensure that staff act as positive role models 

• Train members of staff about what bullying is and how to prevent it 

• Use PSHE, RSE and Citizenship to teach students about what bullying is and the harm it causes 

• Address bullying issues in assembly 

• Participate in the national Anti-Bullying Week initiative 

• Ensure that staff are aware of students who are more vulnerable to bullying.  This may be due to a 

special educational, because they belong to a minority group that suffers from a negative stereotype or 

because of a traumatic or distressing incident that has left them emotionally fragile for example. 

• Work with external agencies up to and including social services, where appropriate to tackle bullying 

both proactively and to support victims of bullying and students who perpetrate bullying 

• Ensure that peer to peer abuse is taken seriously and that the safeguarding policy is followed 

 

Commitment 

The governors and staff of Knole Academy make a commitment to all our young people that all reported 

incidents will be: 



Behaviour Policy 2021    Page 39 of 41 

 

• Taken seriously and dealt with sensitively 

• Followed up with necessary action and support 

 

Code of Practice 

We have adopted a three-point Code of Practice aimed at students, staff and parents to enable the school 

to achieve these aims. 

 

1. Students' Action 

If you think that you are being bullied, according to the definition given above, then you should: 

• Remember that bullies always tell you not to tell anyone - this is how they keep their power - so 

ignore them and tell someone, preferably your form tutor 

• If you do not feel comfortable telling your form tutor on your own, you can ask one of the following 

people to help you 

• Your friend 

• A peer mentor 

• Another member of staff 

• Your parent 

 

It is also a good idea to: 

• Keep a confidential diary of what the bully has said and done, to show to your form tutor. 

• Stay away from the bully as much as possible 

• Assertively but politely tell the bully that you do not like what they are doing and that you wish 

them to stop 

• Stay in areas staffed by teachers whenever and wherever possible. 

 

Finally, if you see bullying - go and report it as soon as possible 

 

Remember –  

 

Knole Academy aims to be a bully- free zone 

Knole Academy is a ‘telling school’ – there is an expectation that students will report wrong doing 

if they witness it 

 

2. Parents’ Action 

 

• Encourage your son/daughter to talk to you about his/her school and social life  

• Feel free to discuss any concerns with members of staff - even minor problems can be distressing to 

your son/daughter 

• Watch your son/daughter for signs of distress 

• Listen to your son/daughter and take seriously any reports of bullying  

 

If your son/daughter has told you that he/she is being bullied  

Contact the school and speak to his/her form tutor 

Tell his/her form tutor the facts  

Work with the school to develop strategies to support your child 

Contact your child’s Year Leader if the matter has not been resolved to your satisfaction 

 

If your son/daughter is responsible for the bullying 

Do not ignore it 

Make it clear that such behaviour is not acceptable 

Contact the school to inform us of your child’s behaviour  

Work with the school to develop strategies to change his/her behaviour 

 

3. Staff Action 

 

Teaching staff 
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If you suspect that a child is being bullied or if you have an incident reported to you: 

1. 

• Talk to the student about it  

• Listen 

• Offer support 

• Do not ignore it 

• Do not tell the student to ignore it 

 

2. Alert the form tutor verbally as soon as possible and then give him or her written notes of your 

conversation with the student within 24 hours – this can be in form of an e-mail. 

 

3. If the incident happened in a lesson, you should also involve your subject leader and use your usual 

departmental discipline procedures. 

 

Form Tutor 

STAGE 1 Speak to the student who has complained of being bullied on the same day as you 

become aware of the bullying and arrange a time when you can speak in detail to the 

student about it - this must be within 24 hours of the time when you were informed of 

what happened.  

STAGE 2 Ask the student to write down what has happened. This can be done before the meeting 

and can form the basis of the conversation you will have with the student. 

STAGE 3 In the meeting with the student, use the definition of bullying, as agreed by all staff and 

students, to decide if this is a bullying issue or not. 

 

i. If you both decide that it is not bullying (e.g, it is a one- off incident) decide on how 

the student and you need to act to ensure that it does not become bullying. You should ensure that you 

follow the school discipline procedure. 

ii. If you both agree that it could be bullying, use the following procedure. 

iii. Once the bullying has been resolved set aside some time to go through the impacts 

with the victim and perpetrator  

 

Speak to the person who is accused of bullying to hear their side of the story.  

 

i. If you decide that this is a friendship problem, not bullying, then agree a strategy with all the students 

involved, and monitor it regularly. Notify parents if necessary. 

 

ii. If you decide that it is a case of bullying: 

 

 

LEVEL ONE 

For a first offence:  

• The student who has been bullying should be spoken to by their form tutor  

• Parents should be telephoned where appropriate 

• The incident should be recorded on SIMS – as a behaviour point and the type of bullying noted 

• The Year Leader should be informed.  

  

LEVEL TWO 

For a second offence:  

• The student who has been bullying should be spoken to by the Year Leader.  This should take the form of 

a restorative justice interview and should result in the student agreeing what action he or she can take to 

put things right 

• A letter or e-mail, which is signed by the year leader, should be sent home explaining what has happened 

and the action taken. 

• The student must sign a contract outlining how they will treat fellow students in the future.  A copy of the 

contract should be included in the letter to parents. 

• The Year Leader and the form tutor should decide if a punishment is appropriate.  The punishment could 

be service to the school, detention, or isolation.  In the case of severe bullying it may be necessary to 

exclude the student. 
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• The incident should be recorded on SIMS in the student’s discipline record and be allocated 1 point.  The 

type of bullying should be noted. 

 

LEVEL THREE 

 For further offences:  

• The parents should be contacted by the Year Leader and asked to come into school for a meeting.  The 

harm being caused by their child needs to be clearly explained at the meeting.  The parents should also 

be listened to to see if the reason for their child bullying can be identified.  There should be a written 

record of the meeting. 

• Parents, student and Year Leader need to agree a strategy to move forward.  This strategy needs to 

consider, when and where bullying tends to take place, which students are being bullied and how many.  

It may be necessary to arrange for the bullying student to be supervised at break and lunchtimes, or to be 

taken away from the school site altogether during unsupervised time.  Changing the form or teaching 

group of the student who is bullying may also be necessary. 

• A punishment should also be agreed at this meeting.  The punishment could include fixed term or 

permanent exclusions. If it is decided that a fixed term or permanent exclusion is required, then the 

Headteacher MUST be consulted.  

• Each incident should be recorded on SIMS in the student’s discipline log.  The type of bullying should be 

indicated in each case. 

 

For more serious offences: Serious cases of physical or emotional bullying may skip level one and move 

straight to level two or three. 

 

All allegations of bullying MUST be investigated at least to stage 2 in the procedure - no matter how often the 

student complains, or how trivial the complaint appears to the staff member concerned. 

 

NB - The form tutor of the student who has been bullied should take the lead in an investigation of bullying. 

 

 

 


