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Summary of changes at last review: 
 

  Legal framework added 
 

  Anti-bullying, peer-on-peer abuse and exclusions have been subsumed into this policy 
 
 
 

Related documents: 
 



 
Summary of policy: 

 

This policy details the academy definition for both good and poor behaviour and the repercussions 
for the latter. 

 

The policy now includes anti-bullying information including sanctions for pupils being found to bully 
another. 



Behaviour and anti-bullying policy 
 

1. Introduction and purpose 
 

1.1. When we implement this policy we encourage every pupil to understand that: 
- Every complaint of bullying and poor behaviour will be taken seriously 
- A pupil who complains will receive support and advice and in many cases the problem can be 

dealt with on a no names basis; 
- The primary aim will be for the bullying/poor behaviour to cease, not the punishment of the 

bully unless this is necessary 
- The Academy may use a restorative approach to solve the problem between pupils however the 

victim will select whether this takes place or not 
- The academy will inform parents for all serious incidents as to what has happened so that they 

can give their support. Where the Academy staff feel that the pupil may be unsafe or vulnerable 
because of telling parents (in the case for example of transgender or homophobic bullying) the 
staff will tackle the incident themselves with the help of specialists and outside agencies as 
appropriate. 

 

2. Scope 
 

This policy is applicable to all E-ACT pupils 
 

3. Legislation and regulation 
 

3.1. This policy takes account of the Academy's public-sector equality duty set out in section 149 of 
the Equality Act 2010. This means that the academy will take account of a pupils’ age, gender, 
racial heritage, gender identity, disability, sexuality or faith or no faith but will not discriminate 
because a pupil has one or more of the protected characteristics. The Academy’s inclusive 
culture will ensure that pupils with different protected characteristics will feel safe and secure 
from any form of abuse or poor behaviour. 

 
3.2. The legal framework behind this policy lies in legislation including: Behaviour and discipline in 

schools January 2016; 1996 Education Act; School Standards and Framework act 1998; 
Equality Act 2010. 

 
3.3. The Education and Inspections Act 2006 states that: 

 

I. The behaviour policy is designed to promote good behaviour and discipline 
II. The head teacher must determine measures to promote pupils’ self-discipline 

and proper regard for authority; encourage good behaviour and respect for 
others and, in particular, prevent all forms of bullying among pupils. The head 
teacher must make sure the standard of behaviour of pupils is acceptable; make 
sure that pupils complete educational tasks, and make sure that pupils’ conduct 
is regulated 

III. The standard of behaviour must be determined by the head teacher 
IV. The head teacher determines the rules and provision for disciplinary penalties 

and may, include measures to be taken with a view to regulating the conduct of 
pupils at a time when they are not on the premises of the academy and are not 
under the lawful control or charge of a member of the staff of the academy e.g. 
on a trip or visit 

V. The imposition of the disciplinary penalty is lawful if the following three 
conditions are satisfied: 



• is not in breach of any statutory requirement and is reasonable; 

 

• the decision was made by any paid member of the staff; 

• and  the  penalty  take  place  on  the  premises  of  the  academy,  or 
elsewhere at a time when the pupil was under the lawful control or 
charge of a member of staff of the academy 

VI. The imposition of the penalty is reasonable, the following matters must be 
taken into account: 

• It is a proportionate punishment in the circumstances of the case, 

• Consider the pupil's age, and special educational needs the pupil may 
have;  any  disability  the  pupil  may  have,  and  any  religious 
requirements affecting them 

 

 
 

4. Policy statement 
 

4.1. All members of the Academy should be able to learn in a calm, safe and purposeful 
environment. The behaviour policy is the foundation for a clear, shared understanding 
between pupils, teaching staff, support staff, parents/carers, members of the AAG and the 
regional education team 

 
4.2. Corporal punishment will never be used in this Academy 

 
4.3. The Academy’s rules and its rewards and sanctions shall also be used, in appropriate 

circumstances, to regulate the conduct of pupils when they are away from Academy, for 
example, during the holidays and trips/visits or on the way to and from the academy. The 
sanctions will normally be where the conduct could have repercussions for the orderly running 
of the Academy, affects the welfare of a member or members of the Academy or a member of 
the public, or which creates reputational damage for the community. The rewards would 
normally be where a pupil has enhanced or improved the Academy’s reputation for example, 
by helping people/making way for people on the bus or showing excellent manners and 
kindness. 

 
4.4. The Academy’s rules are as follows: 

 
I. Look after, and be respectful of, all equipment and the academy 

environment. 
 

II. Display good manners to everyone at all times 
 

III. Treat everyone with respect and kindness including visitors, parents, staff 
and other pupils. 

 
IV. Walk quietly in and around the academy unless specifically required as part 

of a lesson for example, re-enacting a marching suffragette. 
 

V. Ensure the academy is kept clean and litter free such as in toilet, break-out 
and outdoor spaces. 



 

5. Measures to promote pupils’ self-discipline and proper regard for authority 
 

5.1. The Academy will take the following measures to promote self-discipline and regard for 
authority. We will ensure pupils: 

 
i. Look after academy property including books or equipment so that they 

are graffiti free 
 

ii. Have a planner with them at all times and all other equipment necessary 
for learning 

 
iii. Wear their uniform correctly and responsibly 

 
iv. Are reminded by staff about Academy’s rules and expectations and ask 

them to consider and reflect on their own conduct 
 

v. Are taught by staff to be polite, respectful, and to regulate their own and 
others’ behaviour throughout the day 

 
vi. Are taught how to behave and conduct themselves through lessons, form 

time and assemblies. 
 

vii. Complete educational tasks such as homework, work in lessons and work 
when pupils are withdrawn from lessons or excluded from school 

 
5.2. To have regard for authority, the Academy will not accept the following behaviour: 

 
i. Physical assaults on staff, visitors or other pupils 

 
ii. Verbal assaults, mimickery, mockery, derogatory language or inappropriate 

banter on staff, other pupils or visitors 
 

iii. Damage to academy property, staff or other pupils’ property, including the 
building, equipment and resources 

 
iv. Substance abuse 

 
v. Behaviour which is against the criminal law, civil law or contravening the 

Equality Act 
 

6. Bullying behaviour 
 

6.1 Bullying behaviour is always unacceptable and will not be tolerated at the Academy 
because: 

 
i. It is harmful to the person who is bullied, and to those who engage in 

bullying behaviour, and those who support them, and can in some cases 
lead to lasting psychological damage and even suicide 

 
ii. It interferes with a pupil's right to enjoy his / her learning and leisure time 

free from intimidation; and 



iii. It is contrary to all our aims and values, our internal culture and the 

 

reputation of the Academy. 
 

6.2. This policy will also apply to Bullying behaviour outside of the Academy of which the Academy 
becomes aware. 

 

6.3 Meaning: Bullying is behaviour by an individual or group, repeated over time, that intentionally 
hurts another individual or group either physically or emotionally. Bullying may be: 

 

• Physical:  Hitting, kicking, pushing people around, spitting; or taking, damaging or 
hiding possessions 

 

• Verbal:  Name-calling, taunting, teasing, insulting or demanding money 
 

• Exclusionary behaviour: Intimidating, isolating or excluding a person from a group 
 

• General unkindness:  Spreading rumours or writing unkind notes, phone texts or 
emails; or 

 

• Cyberbullying:  Using the internet, mobile telephones, social networking sites (such as 
Facebook and Bebo) etc. deliberately to upset someone else (see section 2.2 below). 

 
 

Bullying may also be: 
 

• sexual - talking to or touching someone in a sexually inappropriate way 
 

• sexist - related to a person's gender or gender reassignment 
 

• racist, or regarding someone's religion or culture 
 

• related to a person's sexual orientation (homophobic) 
 

• related to pregnancy or maternity 
 

• related to a person's home circumstances; or 
 

• related to a person's disability, special educational needs, learning difficulties, health or 
appearance. 

 
 

6.4 Cyberbullying: The Academy has a separate policy which deals with "cyberbullying" see 
acceptable use policy. Cyberbullying is the use of information and communications technology 
(ICT), particularly mobile phones and the internet, deliberately to upset someone else. 

 

6.5 Intention: Not all Bullying is deliberate or intended to hurt.  Some individuals may see their 
hurtful conduct as "teasing" or "a game" or "for the good of" the other person. These forms of 
Bullying are equally unacceptable but may not be malicious and can often be corrected quickly 
with advice and without disciplinary sanctions.  A bully who does not respond appropriately to 
advice or sanctions would ultimately be permanently excluded from the Academy. 

 

6.6 Responsibility:  It is everyone's responsibility to ensure, whatever the circumstances, that no- 
one becomes a victim of Bullying.  A person may be vulnerable to Bullying because of his / her 
age, physical appearance, nationality, colour, gender, sexual orientation, religion, culture or 
disability, or because  he / she  is new in the Academy, appears to be uncertain or has no 
friends.  He / she may also become a target because of an irrational decision by a bully. 

 

6.7 Legal aspects:  A person who makes a physical or sexual assault on another, or who steals or 
causes damage to the property of another, commits a criminal offence and also a civil wrong 



 

known as a "tort" for which there can be legal consequences outside the Academy. Bullying 
behaviour may also be regarded as threatening behaviour or harassment which can be either a 
criminal offence or a civil wrong.  Misuse of electronic communications could also be a criminal 
offence, for example it is an offence to send an electronic communication (such as a text 
message or email) to another person with the intent to cause distress or anxiety. 

 

7 Anti-bullying culture 
 

7.1 Ethos: Our expectation of all members of the Academy community is that: 
 

• Everyone will uphold the Basic 8 Academy Expectations 
 

• a pupil or a member of staff who witnesses or hears of an incident of Bullying will 
report it 

 

• a complaint of Bullying will always be taken seriously; and 
 

• no one will tolerate unkind actions or remarks or stand by when someone else is being 
bullied. 

 
 

7.2 Equal opportunities:  In Academy and in every year group: 
 

• discriminatory words and behaviour are treated as unacceptable 
 

• positive attitudes are fostered towards people who are disabled and towards ethnic, 
cultural and linguistic groups within and outside the Academy; and 

 

• positive attitudes are fostered towards both sexes through the curriculum and tutorials. 
 
 

7.3 Staff:  Through their training and experience, members of staff are expected to promote an 
anti-Bullying culture by: 

 
• celebrating achievement 

 

• anticipating problems and providing support 
 

• disciplining fairly, consistently and reasonably, taking into account any special 
educational needs or disabilities of the pupil and the needs of vulnerable pupils 

 

• making opportunities to listen to pupils and 
 

• acting as advocates of pupils. 
 
 

7.4 Pupils: Through our pastoral care systems, pupils are informed and taught that Bullying will 
not be tolerated in the Academy. They are encouraged: 

 
• to celebrate the effort and achievements of others 

 

• to hold and promote positive attitudes 
 

• to feel able to share problems with staff 
 

• to turn to someone they trust, if they have a problem 
 

• not to feel guilty about airing complaints. 



 

 
 
 

8 Anti-bullying systems 
 

8.1 Vigilance: Members of staff are vigilant at all times but particularly: 
 

• before lessons 
 

• in the queue for the Cafeteria and in the Cafeteria itself 
 

• on school transport. 
 
 

8.2 Meetings:  Bullying is regularly discussed in meetings between: 
 

• members of the Senior Management Team 
 

• senior management and prefects 
 

• Year Leader/Manager 
 

• tutors and pupils in their tutor group; and 
 

• Academy staff and year group staff 
 
 
• The result of these meetings is to feedback information about friendship patterns, particular 

incidents, any pupil who seems to be isolated, any growing "power base" and any known 
conflict between a member of staff and a pupil, or between pupils so that strategies can be 
developed to prevent Bullying incidents. 

 

8.3 Education: Measures are taken throughout each year to educate pupils about Bullying and 
this policy.  These measures include: 

 
• [• Personal, Social and Health Education (PSHE)] 

 
• [• Anti-Bullying posters placed around the Academy.] 

 
• [• Anti-Bullying messages are given in assemblies.] 

 
• [• Once a year we hold an Anti-Bullying week.] 

 

8.4 Staff training: Appropriate training in all aspects of care is arranged to ensure that Heads of 
Year and other staff have the necessary professional skills, especially: 

 
• awareness of the risk and indications of child abuse and Bullying, and how to deal with 

cases 
 

• counselling skills (including bereavement). 
 
 
• And in year groups, ensuring that: 

 
• there is an adequate presence of staff 

 

• staff are actively involved with pupils in all areas of the year group when they are on 
duty 

 

• measures are taken to avoid boredom and lack of purpose among pupils 



 

• there is space available for pupils' quiet withdrawal 
 

• good behaviour and discipline is maintained. 
 
 

8.5 Pupils' responsibilities: We emphasise with senior pupils the role which is expected of 
them in setting a good example and being helpful to younger pupils and each other, in 
particular: 

 
• all senior pupils have the opportunity for year group duties but senior pupils who do 

not wish to have extended responsibilities are not coerced 
 

• the responsibilities of senior pupils are appropriately limited 
 

• members of staff expect prefects to offer supervisory support; and 
 

• year group and Academy prefects receive training at the beginning of the academic year 
on how to control younger pupils sensitively, especially in giving punishments. 

 
 

8.6 Record keeping and monitoring: Heads of Year and staff maintain records of the welfare 
and development of individual pupils.  In addition, every complaint or report of Bullying 
must be entered in the incident book. Heads of Year keep incident books up-to-date. The 
Deputy Headteacher monitors all incident books and tutor files at the end of each term in 
order to enable patterns to be identified, both in relation to individual pupils and across the 
Academy as a whole and to evaluate the effectiveness of the Academy's approach.  There 
will be a full review of the policy every two years, see paragraph 6 below. 

 

8.7 Culture: When we drive and implement this policy we encourage every pupil to understand 
that: 

 
• every complaint of Bullying will be taken seriously 

 

• members of staff will deal with a complaint correctly and effectively in accordance with 
their experience and the training they have received 

 

• there is a solution to nearly every problem of Bullying 
 

• a pupil who complains will receive support and advice and in many cases the problem 
can be dealt with on a no names basis; and 

 

• the primary aim will be for the Bullying to cease, not the punishment of the bully unless 
this is necessary. 

 
 

9 Procedures 
 

9.1 Guidelines:  The following procedures are a guideline except where expressed in the terms 
"should' or "must". The best guide is the experience and training of the staff. 

 

9.2 Reporting Bullying complaints 
 

Pupils: A pupil who is being bullied, or who is worried about another pupil being bullied, should 
complain without delay and can do so in several ways.  He / she can: 

 
• tell his / her parents, his / her Head of Year, or a member of staff or a 

responsible older pupil; alternatively 



 

• Email the bully helpline – your.voice@parkwoodacademy.org.uk 
 

• contact Childline (0800 1111); or 
 

• contact the Local Children's Care Services – 0114 2039591for advice. 
 
 
• Parents: Parents who are concerned that their child is being bullied should inform their child's 

Form Tutor or Year Leader 
 
• Staff: This policy focuses mainly on the Bullying of pupils by pupils although it is recognised that 

a staff member could be a victim and on occasion may be perceived to be guilty of Bullying. 
Staff members who are concerned about being bullied or harassed should refer to the 
Academy's dignity at work policy which is set out in the E-ACT Employment Policies (these can 
be accessed on E-ACT’s intranet). Pupils and parents who feel that a member of staff is Bullying 
should report this in accordance with the procedures set out above in section 5.2.  Complaints 
against teachers will be dealt with in accordance with staff disciplinary procedures. 

 

9.3 Initial complaint: A person in authority who learns of alleged Bullying behaviour should: 
 

• firstly, respond quickly and sensitively by offering advice, support and reassurance to 
the alleged victim, then 

 

• report the allegation to the Progress Leader of the victim and the alleged bully as soon 
as possible. 

 
 
• The Progress Leader must: 

 
• record the complaint in their incident book; and 

 

• contact the other Progress Leaders (if applicable) to agree on a strategy, and on 
who will take the lead. 

 
 

9.4 Assessment: The victim's Year Leader will normally see the victim and (unless the case is 
very serious) any witnesses without delay and form an initial view of the allegation.  The 
assessment will consider: 

 
• the nature of the incident(s) - physical? verbal? exclusionary? etc. 

 

• is it a "one-off" incident involving an individual or a group? 
 

• is it part of a pattern of behaviour by an individual or a group? 
 

• has physical injury been caused? Who should be informed - [• Deputy Headteacher]? 
Parents? The Academy's Designated Safeguarding Lead?  Children's Social Care 
Services? The police? 

 

• can the alleged bully be seen on a no-names basis? 
 

• what is the likely outcome if the complaint proves to be correct? 
 
 
• At this stage, the possible outcomes for an incident which is not too serious include: 

 
• there has been a misunderstanding which can be explained sympathetically to the 

alleged victim with advice to the alleged bully; or 

mailto:your.voice@parkwoodacademy.org.uk


 

• the complaint is justified in whole or in part, and further action will be needed (see 
range of action, below). 

 
 

9.5Serious incident:  If a Year Leader believes that serious Bullying behaviour has occurred 
involving a pupil; or has recurred after warnings have been given to the "bully", he / she must 
inform the Headteacher and the Academy's Designated Safeguarding Lead, Sarah Husband. 
The Designated Safeguarding Lead will then: 

 

- interview the alleged victim, bully and any witnesses separately, in order to 
establish the facts of the case.  He / she may decide to ask the Progress Leader 
to be present; and 

 

- send a summary of his / her findings to the Head, relevant Progress Leaders and 
the Deputy Headteacher 

 
 
• The Headteacher and / or the relevant Progress Leaders will interview the alleged victim and 

bully separately: 
 

- to confirm the facts of the case, if considered necessary; and 
 

- to decide on the action to be taken in accordance with the range of action set 
out below. 

 
 
• The Headteacher will notify the parents of the victim and bully giving them details of the case 

and the action being taken. 
 

9.6 Range of action:  When a complaint is upheld the range of responses will include one or 
more of the following: 

 

• advice and support for the victim and, where appropriate, establishing a course of 
action to help the victim including support from external services where appropriate 

 

• advice and support to the bully in trying to change his / her behaviour. This may 
include clear instructions and a warning or final warning 

 

• consideration of the motivation behind the Bullying behaviour and whether external 
services should be used to tackle any underlying issues of the bully which contributed to 
the Bullying behaviour. If these considerations lead to any concerns that the bully may 
be at risk of harm, the Academy's child protection procedures will be followed 

 

• a supervised meeting between the bully and the victim to discuss their differences and 
the ways in which they may be able to avoid future conflict 

 

• a disciplinary sanction against the bully, in accordance with the Academy's behaviour 
and discipline policy.  In a very serious case or a case of persistent Bullying, a pupil may 
be permanently excluded 

 

• action to break up a "power base" 
 

• moving either the bully or victim to another class after consultation with the pupil his / 
her parents and the relevant staff 

 

• involving Children's Social Care or the police 



 

• notifying the parents of one or both pupils about the case and the action which has 
been taken 

 

• such other action as may appear to the Headteacher to be appropriate 
 

• noting the outcome in the relevant incident book. 
 
 

9.7 Monitoring: The position should be monitored for as long as necessary thereafter.  Action 
may include: 

 
• sharing information with some or all colleagues and with pupils in the class so that they 

may be alert to the need to monitor certain pupils closely 
 

• ongoing counselling and support 
 

• vigilance 
 

• mentioning the incident at meetings of staff 
 

• reviewing vulnerable individuals and areas of the Academy 
 

• liaison between Progress Leaders , the outcome being recorded in the incident books. 
 
 

9.8 Formal complaint: If the victim or his / her parents are not satisfied with the action taken, 
they should be advised to make a formal complaint, according to the complaints procedure 
outlined in the Academy Complaints Policy. 

 

 
 
 

10 Rewarding good 
behaviour 

 

10.1 The Academy understands that rewards can be more effective than punishment in 
motivating pupils.  The Academy is committed to promoting and rewarding good behaviour 
and may do so in some of the following ways: 

 

A key feature of the Behaviour for Learning Policy is the regular and consistent rewarding of students 
who live up to academy expectations regarding behaviour. There are a range of ways in which good 
behaviour can be acknowledged. 

 
We all respond positively to praise which is most effective when it is: 

• Spontaneous and credible; 

• Clearly linked to achievement or accomplishment; 

• Personalised to the individual. 

 
Types of Reward include: 

• Praise; 

• Positive phone calls home; 

• Achievement Points, reward points awarded for meeting and exceeding expectations these in 
turn will lead to: 

• Trips, Activities and Awards; 

• Examination success. 
 

Reasons for Rewards may include, although not limited to: 

• Full and sustained engagement with learning in the classroom; 



 

• Representing the Academy - taking part in sports, STEM or enterprise, visits, trips, extra- 
curricular clubs, by being an ambassador for the Academy or achievement of Student Pledges; 

• High Attendance/Most Improved Attendance; 

• Community and charity involvement. 

 
Phone Calls –All staff should make phone calls home to give positive recognition to students and log 
on SIMs under interventions. 

 
 
 
 

 
11 Poor behaviour: use of disciplinary sanctions 

 
11.1 Teachers have a statutory authority to discipline pupils whose behaviour is 

unacceptable, who break the school rules or who fail to follow a reasonable instruction. 
This power also applies to paid staff such as teaching assistants. 

 

11.2 The Academy understands that the use of sanctions must be reasonable and 
proportionate to the circumstances of the case and that account must be taken of a range 
of individual pupil needs in determining the appropriate use of such sanctions, including the 
pupil's age, any special educational needs or disability and any religious requirements 
affecting the pupil.  The Academy has the following range of disciplinary sanctions that may 
be implemented as appropriate: 

 

Consequences for failing to comply with Academy Expectations 
 

Where staff intervention is required, this is best done by avoiding immediate use of the Academy 
Behaviour Consequences System. We do, however, operate a consequence system. Students will be 
offered a number of warnings about their chosen behaviour and reminded as to why it is 
inappropriate, disturbing the learning of others or is dangerous. 

 

C1 First warning given in lesson directly to the student 
 

C2 Final Warning 
 

C3 Yellow Slip Removal 
 

The Behaviour Consequences System can quickly escalate the problem because if the teacher rapidly 
‘raises the stakes’, many students will respond accordingly. It is far better to employ a range of verbal 
and non-verbal cues such as: 

 
• Tactical ignoring to be picked up later; 

• Non-verbal signals (e.g. ‘the look’); 

• Move closer; 

• Say names; 

• Use humour; 

• Tell them what you want them to do (i.e. clear and simple statement of behaviour); 

• Catch student behaving appropriately and praise; 

• Praise appropriate behaviour of nearby student; 

• Distract onto task/away from inappropriate behaviour; 

• Re-explain and organise task for the student; 

• Ask the student to undertake a specific task for you; 

• Ask about relevant rule; 



 

• Restate relevant rule; 

• Modify or change activity; 

• Informally move or change group setting; 
 

Additional strategies to be used as required: 

• Name – pause – direction; 

• Give start up time (expectation of compliance); 

• Keep the focus on the primary or original behaviour/issue (i.e. don’t be deflected onto 
secondary behaviour/issue); 

• Broken record technique (Different words but repeating same message) 

• Use the language of choice, remind of consequences (‘If you choose to….then…); 

• Use ‘I messages’ (‘I – your feeling – their behaviour – what they need to do instead’). 

 
To do this, staff will use assertive communication skills such as: 

• Non-verbal cues; 

• Eye contact; 

• Closing the space; 

• Using gesture; 

• Maintaining a quiet/ calm tone of voice; 

• Verbal scripts; 

• Learning and using names; 

• Circulating the room; 

• No hands up questioning; 

 
And assertive language such as: 

• ‘I need you to . . .’ 

• ‘I understand that you want to . . .’ 

• ‘Concentrate on your work, thank you’ 

• ‘You are coming into the room quietly and getting your starter activity without me having to 
help you. Well done.’ 

• ‘Well done to Chris, Mark and Steph for getting on with work quietly.’ 

 
Students on the corridor without a valid reason will be issued with a 10 minute lunchtime detention. 
Further detentions may be given the next day for multiple infringements on one day or failure to 
attend an detention given. 

 

Detentions and notifying parents 
 

Guidance for schools and academies is given by the government on their website www.gov.uk 
 

As such schools can punish students if their behaviour is inappropriate or not in keeping with Academy 
expectations or standards of behaviour 

 

Examples of punishments include confiscation of inappropriate items as well as detentions. 
 

At Parkwood Academy detentions are used as an opportunity to modify poor behaviour choices, to 
allow students to catch up missed work and as a deterrent. 

 

“It is important that parents understand that staff DO NOT legally have to notify parents of after 
school detentions or tell them why a detention has been set” - www.gov.uk. However, at Parkwood 
Academy we will endeavour to notify parents/carers of detentions by either text, phone call or in 
writing. 

http://www.gov.uk/
http://www.gov.uk/


 

Parents of students who receive either a year detention or an SLT detention will be notified by either 
text, phone call or writing. 

 
 
 

11.3      In all cases of misconduct, including those outside of the Academy, the Headteacher will 
consider whether the police or the local authority's anti-social behaviour co-ordinator 
should be notified of the disciplinary action taken. The police will always be informed 
where the pupil's behaviour is criminal or poses a serious threat to a member of the public. 

 

11.4 Where behavioural issues give cause to suggest that a child is suffering or is likely to 
suffer significant harm, the Academy's child protection procedures will be followed. 

 

 
 
 

12 Enforcement of detention outside school sessions 
 

12.1.1   Teachers have a power to impose detention outside school hours to pupils 
under 18 years of age 

 
12.1.2   The Academy must make clear to pupils and parents that detention is used as a 

sanction 
 

12.1.3   The Academy may give detention on any school day, weekends (except 
preceding a half t erm or term break); INSET days. 

 
12.1.4   The headteacher will decide which staff may serve detentions to pupils. 

 
12.1.5   Lunchtime detentions must allow pupils time to drink, eat and go to the toilet. 

 
12.1.6   The Academy will consider the safety of the pupil coming to and from a 

detention e.g. after school in the dark. It will also consider and transport and 
travel arrangements. 

 

13 Record keeping and monitoring 
 

13.1      Every complaint or report of poor behaviour or bullying must be entered in the incident 
book/C.Poms. The deputy headteacher monitors all incidents. Incidents are reported to the 
regional education director ever six weeks at the Raising Attainment Board (RAB). 

 
13.2 When we implement this policy we encourage every pupil to understand that: 

 
• Every complaint of bullying and poor behaviour will be taken seriously 

 
• A pupil who complains will receive support and advice and in many cases the problem 

can be dealt with on a no names basis; and 
 

• The primary aim will be for the bullying/poor behaviour to cease, not the punishment of 
the bully unless this is necessary 

 
13.3 The Academy may use a restorative approach to solve the problem between pupils 

however the victim will select whether this takes place or not 



 

13.4 The academy will, for most but not all, serious incidents, inform parents as to what has 
happened so that they can give their support. Where the Academy staff feel that the pupil 
may be unsafe or vulnerable because of telling parents (in the case for example of 
transgender or homophobic bullying) the staff will tackle the incident themselves with the 
help of specialists. The academy staff must ensure that the designated safeguarding lead is 
made aware in these circumstances and all information is recorded on CPOMS. 

14 Fixed-Term Exclusions and use of STEC (Short-term Exclusion Centre) 

“Good discipline in schools is essential to ensure that all pupils can benefit 
from the opportunities provided by education. The Government 
supports headteachers in using exclusion as a sanction where it is 
warranted.” (DfE ‘Exclusion from maintained schools, Academies and 
pupil referral units in England 2012) 

 
14.1 Only the headteacher can exclude. A pupil may be excluded for one or more fixed 

periods (up to a maximum of 45 school days in a single academic year), or permanently. 
 

14.2 Fixed term exclusions can be issued for parts of a school day e.g. afternoons, 
lunchtimes. The academy must arrange full-time education for any pupil with a fixed-term 
exclusion of more than 5 days. The academy must notify the governance if a pupil has been 
excluded for more than 5 days in a term. 

 

All decisions to exclude are serious and only taken as a last resort or where the breach of the Academy 
rules is serious. The following are examples; 

 
• Failure to comply with a reasonable request from a senior member of staff. 

• Failure to wear Academy uniform which has been provided (where possible) for a student who 
is in incorrect uniform is regarded as failure to comply with a reasonable request. 

• Breaches of health and safety rules. 

• Verbal abuse of staff, other adults or students. 

• Possession of drugs and/or alcohol related offences. 

• Failure to comply with the requirements of the ‘Consequence System’ see above. 

• Wilful damage to property. 

• Homophobic or racist bullying. 

• Bullying. 

• Sexual misconduct. 

• Theft. 

• Making a false allegation against a member of staff. 

• Behaviour which calls into question the good name of the Academy 

• Persistent defiance or disruption. 

• Minor assaults or fighting that is not premeditated or planned. 

• Other serious breaches of Academy rules. 
 

 
 
 

15 Permanent exclusions 
 

“A decision to exclude a pupil permanently should only be taken: 



 

in response to serious or persistent breaches of the school’s behaviour for learning policy; and 
where allowing the pupil to remain in school would seriously harm the education or welfare of the 
pupils or others in the school”. (DfE ‘Exclusion from maintained schools, Academies and pupil 
referral units in England 2012) 

 
 
 
 

15.1 The headteacher must inform parents that their child has been excluded. This must 
include: the reason for the exclusion; the type of exclusion; rights to make representations 
to the governance panel; the start date for any alternative provision; start and finish times 
of alternative provision; its address and where the pupil should report. The headteacher 
may rescind an exclusion before a meeting of the governance panel. The headteacher must 
consider their duty of care in loco parentis when sending a pupil home for an exclusion. 

 
15.2 It is E-ACT policy that the headteacher must notify the Regional System Leader, Regional 

Education Director and the Deputy CEO of their decision to permanently exclude. The 
academy must liaise with the system leader for any pupils that are at risk of permanent 
exclusion. 

 
15.3 A fixed-term exclusion cannot be changed into a permanent exclusion. It is unlawful to 

exclude for a non-disciplinary reason, it can only be for a serious breach or persistent 
breaches of the Academy’s rules. If a pupil is Looked After by the local authority or has an 
EHC plan, the Academy must work with parents and the local authority to consider if a 
different school placement is more appropriate. 

 

15.4   The Academy's policy on exclusions applies to serious breaches of Academy discipline 

occurring on Academy premises and also outside of the Academy. Examples may include, 
but are not limited to: 

 

15.4.1Violence towards staff, pupils, equipment and the building. 
15.4.2Activities that cause a breach in welfare, safety or discipline such as making. 

someone unsafe online, causing an affray. 
15.4.3Goading others to act violently. 
15.4.4Theft, breaking the criminal or civil law. 
15.4.5Bullying. 

 
15.5 The Academy must set work for the pupil to complete and must apply its marking policy 

for the duration of the exclusion. 
 

15.6 The E-Act funding agreement states that: The academy must, when asked by the local 
authority, admit a pupil who has been excluded from a maintained school or another 
academy. 

 
 
 
 
 

 
16 Malicious allegations against staff 

 
16.1 Where a pupil makes an accusation against a member of staff and the accusation is 

shown to have been deliberately invented or malicious, the headteacher will consider 
whether to take disciplinary action in accordance with this policy. This may include a 



 

referral to the police to consider if action might be appropriate against the accused. 
 

16.2 Where such an allegation is made, appropriate support will be provided to the 
member(s) of staff affected. 

 

17  Use of reasonable force 
 

17.1 Any use of force by staff will be reasonable and proportionate. 
 

17.2 Force may be used: for the purpose of preventing a pupil from doing (or continuing to 
do) any of the following: 

 

17.2.1Committing a criminal or civil offence; 
17.2.2Causing personal injury to, or damage to the property of, any person, or 
17.2.3Prejudicing the maintenance of good order and discipline at the Academy 

 

 
 

17.3 Where restraint is used by staff, this is recorded in writing and the pupil's parents will 
be informed about incidents involving the use of force. Force is never used as a form of 
punishment. 

 

18 Searching 
 

18.1 Staff have the right to search pupils if there is any suspicion of: 
 

18.1.1A weapon 
18.1.2An illegal substance or legal substance for which pupils are trading e.g. alcohol, 

cigarettes, prescription drugs 
 

18.2 The member of staff who seizes, retains or disposes of the item is not liable in any 
proceedings in respect of the seizure, retention or disposal; any damage or loss which arises 
in consequence of it. 

 
18.3 Informed consent: The Academy staff may search a pupil with their consent for any 

item. Appropriate consideration will be given to factors that may influence the pupil's 
ability to give consent. If the pupil refuses, sanctions will be applied in accordance with this 
policy. 

 
18.4 Searches without consent: In relation to prohibited items, as defined below, the 

headteacher, and staff authorised by the headteacher, may search a pupil or a pupil's 
possessions, without their consent, where they have reasonable grounds for suspecting 
that a pupil has a prohibited item in their possession. Searches without consent will only be 
carried out on the academy premises or where the member of staff has lawful control or 
charge over the pupil, for example, on academy trips. 

 

18.5 Prohibited items:  Means knives or weapons, alcohol, illegal drugs and stolen items, 

tobacco and cigarette papers, fireworks, pornographic images and any other items as 
defined as such from time to time. It shall also include any article that a member of staff 
reasonably suspects has been, or is likely to be, used to commit an offence or to cause 
personal injury to, or damage to the property of, any person including the pupil; any item 
banned by the Academy rules identified as being an item which may be searched for; and 
any other items as defined in law as such from time to time. 



 

18.6 Searches generally: If staff believe a pupil is in possession of a prohibited item, it may 
be appropriate for a member of staff to carry out: 

 

18.6.1A search of outer clothing; and / or 
18.6.2A search of Academy property, e.g. pupils' lockers or desks; and / or 

18.6.3 A search of personal property (e.g. bag or pencil case within a locker). 
 

18.7 Searches will be conducted in such a manner as to minimise embarrassment or distress. 
Any search of a pupil or their possessions will be carried out in the presence of the pupil 
and another member of staff. 

 
18.8 Where a pupil is searched, the searcher and the second member of staff present will be 

the same gender as the pupil, or in the case of a transgender pupil, they may select the 
gender of the searcher. However, where a member of staff reasonably believes that there is 
a risk that serious harm will be caused to a person if the search is not conducted 
immediately and it is not reasonably practicable to summon another member of staff a 
search may be conducted by a member of the opposite sex without a witness present. 

 
18.9 When an electronic device, such as a mobile phone, has been seized by a member of 

staff, the staff member can examine data or files and delete these where there is good 
reason to do so. There is no need to have parental consent to search through a young 
person’s mobile phone. If an electronic device that is prohibited by the school rules has 
been seized, and the member of staff has reasonable grounds to suspect that it contains 
evidence in relation to an offence, they must give the device to the police as soon as 
possible. 

 
18.10 Material that is suspected to be relevant to an offence should not be deleted before 

giving the device to the police. 
 

18.11 If the staff member does not find any material that they suspect is evidence in relation 
to an offence, and decides not to give the device to the police, they can decide whether it is 
appropriate to delete any files or data from the device, or whether to retain the device as 
evidence of a breach of school discipline. 

 

19  Parents and carers 
 

19.1 Parents and carers can help their child to contribute positively towards the disciplined 
learning environment by: 

 

Expectations of parents/ carers 

 
Parents will: 

• Support the academy staff in ensuring their child meets academy expectations 

• Support, promote and embrace the academy’s values and expectations at all times 

• Work with teachers and academy staff to ensure their child is ready for learning 

• Ensure that students arrive on time every day in full uniform and with the correct equipment 

• Communicate to the academy any necessary information that will help to support the 
education of their child 

• Accept their role and responsibility in ensuring their child has a successful and happy education 
working with academy staff and other partners to ensure this is achieved. 



 

20 Complaints 
 

20.1      Formal complaint:  If the victim or his / her parents are not satisfied with the action 
taken, they should be advised to make a formal complaint, according to the complaints 
procedure outlined in the Academy complaints policy. 

 

21 Training 
 

21.1 The trust provides national level training using on line packages (Educare). There are a 
range of modules available for staff to access specific training. 

 

22 Responsibilities 
 

22.1 The following responsibilities apply in relation to this policy: 
 

- Board of Trustees – responsible for approving the policy and ensuring it is adhered to 
- Chief Executive and National Directors – responsible for rolling out the policy 
- Regional Education Director – responsible for ensuring understanding and compliance within 

the region 
- Head teachers – responsible for ensuring compliance in their academy 
- All staff – responsible for ensuring compliance in their academy 

 

23 Monitoring and compliance 
 

23.1 Every complaint or report of poor behaviour or bullying must be entered in the incident 
book / C.Poms. The deputy head teacher monitors all incidents. 

 
23.2 Incidents are reported to the Regional Education Director every six weeks at the Raising 

Attainment Board for the Academy held every half term. 
 

23.3 Aggregate information on poor behaviour and bullying is reported to the Regional 
Performance Boards held every half term. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Appendix 1 – Substance Misuse 
 

1 Introduction, purpose and definitions 
 

1.1 This appendix has been authorised by the Trustees and is available to parents and pupils on 
request.  The appendix relates to substance misuse and applies to pupils and all other 
stakeholders. 
 

1.2 This appendix should be read with reference to other academy policies, i.e. Child Protection and 
Safeguarding, Supporting students with Medical needs, Trips and Visits, Staff Code of Conduct and 
Health & Safety policy.  

 
1.3 The definition of drug given by the United Nations on Drug and Crime is “A substance people take 

to change the way they feel, think or behave”. 
 

1.4 ‘Drugs’ is used to refer to: 
1.4.1 All illegal drugs (those controlled by the Misuse of Drugs Act 1971) 

 
1.4.2 All legal drugs alcohol, tobacco, volatile substances (those giving off a vapour or gas that 

be inhaled), ketamine, khat, alkyl nitrites (Poppers) and New Psychoactive Substances 
(NPS), also known as ‘legal highs’.     

 
1.4.3 All over the counter or prescription medicines. 

 
1.5  ‘Drugs paraphernalia’ is used to refer to cannabis grinders, rolling papers, filters, matches, 

lighters and pipes, including vaping e-pipes. 
 

1.6 A ‘drug related incident’ includes any or all of the following: 

 Drugs or drugs paraphernalia found. 

 Possession of illegal or unauthorised drugs. 

 Supplying illegal or unauthorised drugs. 

 Being under the influence of drugs, or exhibiting signs of intoxication or illness. 

 Disclosure of drug use. 

 Information suggesting involvement in misuse. 
 

1.7 As part of their statutory duty to promote students ‘wellbeing’, our academies have a clear role to 
play in preventing substance misuse.  This policy has been informed by the DfE and ACPO drug 
advice for schools (September 2012). 
 

1.8 This appendix applies to all academy staff, students, parents/carers and other stakeholders, 
including partner agencies working with the academy, whilst on the premises or in close vicinity, 
during the school day, while travelling to and from the academy, journeys in school time, work 
experience/alternative provision, day and residential trips.  

 
1.9 Munif Zia, Deputy Headteacher will oversee and coordinate drug related issues within the 

academy. 
 
 
 
 
 
 
 
 
 



 

 
2 Early intervention 

 
2.1 Drug use can be a symptom of other problems.  All academies have a key role to try to identify 

any student at risk of drug misuse as soon as possible.  The process of identifying needs should 
distinguish between students who require general information and education, those who could 
benefit from targeted intervention and those who require a detailed needs assessment and more 
intensive support.   
 

3 Management of drugs at Parkwood Academy 
 
3.1 Individuals in possession of drugs  

 
If anyone is found in possession of an unauthorised drug it will be confiscated where possible.  If the drug 
is suspected to be illegal, the school will contact the police for discussion and advice.  Illegal substances 
will be handed to the police to be legally destroyed as soon as possible and not stored.  Parents/carers of 
students will be informed, unless for safeguarding reasons this is not in the best interest of the student.  
Other agencies will be informed and consulted as appropriate (see local contact details on academy 
website). 
 

3.2 Right to search 
 

In line with legislation the staff at Parkwood Academy reserve the right to search students if they have 
reason to believe they are carrying anything that is illegal or dangerous (see section 16 of policy for 
further details) 
 

3.3 Sanctions 
 

Any response to a drug related incident needs to balance the needs of the individual student/s concerned 
with the wider school community.  In deciding what action to take, Parkwood Academy will follow their 
own disciplinary procedure outlined in the main policy.  Exclusions should not be the automatic response 
to a drug incident and permanent exclusion should only be used in the most serious cases.  
 

3.4 Managing parents/carers under the influence of drugs on school premises. 
 

Parkwood Academy prides itself on ensuring the health and safety, alongside the wellbeing of all 
stakeholders.  There is zero tolerance of any physical or verbal abuse towards any member of staff or 
student by any adult.  If we have any reason to believe that a parent/carer is under the influence of any 
drug whilst on the school premises, the police will be contacted.   
 

3.5 Confidentiality 
 

Sensitive personal information about students is disclosed only on a ‘need to know basis’ paying careful 
attention to students’ rights and needs, with reference to GDPR and safeguarding protocols. 
 
4 Tobacco and smoke free schools 

 
4.1 The minimum age for smoking is 18 and all academies are subject to the same smoke free 

legislation as other premises. 
 

This document can be made available in large print or other accessible format if large print or another 
accessible format if required. 
  



 

Appendix 2 – pupil searching template 
 
Date: 
Pupil Name: 
Staff Name(s): 
Search Location: 
 
Searchable items: 

 Knives/weapons 

 Alcohol 

 Illegal drugs 

 Stolen items 

 Tobacco/cigarette papers 

 Fireworks 

 Pornographic images 

 Any article used to commit an offence 

 Any article used to cause personal injury/damage to property 

 Any item identified in the school rules as a banned item that can be searched for 
 

RISK ASSESSMENT 

 YES NO 

Has the pupil given consent?   

Has the search been agreed by the Headteacher?   

Is there a MOS as a witness to the search?   

Are the MOS the same sex as the pupil?   

Do the MOS involved in the search have a positive relationship with the pupil?   

SEARCH EXPECTATIONS 

 If ‘No’ to the above, a search can still take place if the MOS has reasonable grounds that the pupil is in possession 
of a banned item and there is a risk of serious harm if the search is not conducted immediately and where it is not 
reasonably practical to summon another MOS 

 Only outer clothing can be requested to be removed during a search e.g. coats/blazers/shoes 

 ‘Possessions’ includes any item the pupil has or appears to have control of e.g. pockets/bags/desks/lockers 

 MOS can confiscate, retain or dispose of the searchable items list, where reasonable to do so 

 Any weapons or controlled drugs should be delivered to the Police as soon as possible 

 Stolen items could be delivered to the Police if it is not appropriate to return to the owner 

 Pornographic images should be deleted/disposed of unless the Police confirms it constitutes a specific offence 

 Any items that are evidence of an offence should be delivered to the Police 

 The MOS may examine the data/files on an electronic device if they have good reason to do so (e.g. cause harm) 

 Ensure parent/carer has been informed of search in a timely manner 

NOTES OF SEARCH 

 
 
 

OUTCOME 

 
 
 

MOS Signature: MOS Signature: 

 
 
 

 
 
 


