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Holme Grange School 
Including the Early Years Foundation Stage 

(Little Grange and Reception Classes) 
 

 
 

 
 
 
INTRODUCTION 
 
At Holme Grange School there is a very clear behaviour policy which outlines the general 
stages a pupil will encounter before exclusion is considered.  There are obviously occasions 
where a stage system does not apply for a single serious offence. 
 
‘Excluding Pupils – A Practical Guide for Independent Schools’ by Farrer & Co has been used 
as a template for the procedure for handling serious breaches of discipline and exclusions, 
including appeals and the aftermath. A decision to exclude a pupil, either for a fixed period 
or permanently is seen as a last resort by the School. 
 
The School is responsible for communicating to pupils, parents and staff its expectations of 
standards of conduct.  A range of policies and procedures are in place to promote good 
behaviour and appropriate conduct. No exclusion will be initiated without first exhausting 
other strategies or, in the case of a serious single incident, a thorough investigation. 
 
What behaviour merits exclusion? 
A non-exhaustive list of the sorts of behaviour that could merit exclusion includes the 
following: 

 Drug abuse 

 Alcohol abuse 

 Theft 

 Bullying 

 Physical assault/verbal abuse/threatening behaviour 

 Fighting 

 Sexual harassment 

 Racist Abuse 

 Sexual misconduct 

 Damage to property 

 Persistent disruptive behaviour 

 Dangerous weapons 

 Parental behaviour 
 

Exclusion Policy 
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Geographical Application 
This policy applies to behaviour of pupils in the School, its grounds, in the vicinity of the 
School and on trips and visits.  It includes any behaviour likely to bring the School into 
disrepute. 
 
Procedure 
 
First Steps 
When a potential exclusion presents itself, some key considerations are as follows: 
 
What exactly is the allegation? 

- The allegation should be established and the pupil(s) concerned should be made 
aware of the allegation.  This will be done by a member of the Senior Management 
Team with the Form Tutor present. 

 
What information is available and what further information is required? 

- Consider what evidence is already available to support the allegation.  Next, consider 
what additional information is required and how best to obtain it. 

 
Is anyone at risk (i.e. do the Police or Social Services need to be informed?) 

- Advice should be taken from the Designated Safeguarding Lead (DSL) – Claire 
Robinson and the Deputy DSL – Matthew Jelley/Jane Fifield.  See the School 
Safeguarding Policy for further advice. 

 
Who should be dealing with this? 
The rules of natural justice dictate that, where possible, a different person should conduct 
each of the following stages: 

- interviews with witnesses and general investigation of the allegations; 
- the hearing; 
- the review. 

 
At Holme Grange School, the investigation for serious offences is carried out by a member 
of the Senior Management Team.  The hearing is conducted by the Headteacher and any 
review is overseen by the governors.   
 
Investigation  
Key issues are as follows: 
Before a decision to exclude can be fairly taken, it is essential to establish the facts.  If 
exclusion is being considered then statements should be taken from all pupils and staff who 
were involved in or witnessed the incident.  DfE guidance, whilst not binding, is helpful.  It 
states that all written statements should be attributed, signed and dated by the witness 
who should first be given the opportunity to read it.  The statement should also be 
countersigned by the person who took the statement and the person who was present 
when the pupil signed it.  The original statement should be kept on file.  The information 
gatherer should not be the same person as the decision taker.  The Headteacher is not to be 
involved at this stage. 
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It is good practice for another adult to be present when pupils are being interviewed by the 
person charged with the investigation.  However, this need not be a parent.  A neutral adult 
such as the school secretary or another member of staff is preferable. 
 
Parents should obviously be informed although the timing of this will always depend on the 
facts of the particular case.  As a general rule, however, it will normally make sense for the 
parents to be informed after initial investigations have been made but sufficiently in 
advance of any hearing to allow them time to prepare for that hearing.  Clearly where a 
pupil has been suspended pending the outcome of a disciplinary process then it will be 
necessary to inform the parents immediately of this.  Similarly, in cases where Social 
Services or the Police become involved, it will generally be prudent to inform parents as 
soon as possible – reference should be made to Section VI of Excluding Pupils –A Practical 
Guide for Independent Schools before contacting Police or Social Services. 
 
Suspects should be kept apart to the extent that this is reasonably possible. The pupils 
should be told not to discuss the matter with other pupils and, in particular, with the other 
pupils involved.  This is particularly important where the accusation relates to issues such as 
bullying and physical or verbal abuse. 
 
In particularly serious cases it may be appropriate for the pupil (or pupils) to be suspended.  
The Headteacher in consultation with the Chair of Governors, on occasions will make this 
decision.  Any suspension should be as brief as possible.  If a relatively lengthy suspension is 
unavoidable, suitable arrangements should be made to ensure that, so far as is practicable, 
the child is able to continue with their education during this time.  For example, 
arrangements could be made for work to be sent home. Parents should be told immediately 
of any decision to suspend and this should be followed within one school day by a 
confirmatory letter. 
 
HEARING 
Once the information gathering stage has been completed, the next step is to hold the 
hearing itself. The hearing will generally be heard by the Headteacher and attended by the 
pupil, parents, a note taker and any other person required (e.g. witnesses or the member of 
staff who carried out the investigation).  A checklist for conducting the hearing is set out 
below: 
 
Before the Hearing 
 
Notify the pupil and parents of the hearing 

- Make sure the letter sets out precisely what allegations have been made. It should 
also contain all relevant practical details (e.g. date, time, place and purpose of the 
hearing and who will be attending). 

 
Circulate the evidence to be relied on by the school 

- Provide copies of all evidence to be relied on by the school (including witness 
statements) and ask for any written submissions from the pupil/parents (including 
witness statements) to be provided for circulation by a specified date.  Make sure all 
parties have sufficient time to prepare for the hearing. 
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Circulate any further evidence produced by the pupil/parents 
- Ideally all parties should have copies of all evidence to be relied on five working days 

before the actual hearing. If this is not possible then consider whether a brief 
postponement is preferable. 

 
At the Hearing 
 
Explain the purpose of the hearing 

- The Headteacher should set out how the hearing will be conducted. 
The School presents its case 

- Generally this will be done by the person who conducted the investigation.  If 
witness statements have been obtained then these should be read out loud. 

 
Allow the pupil/parents to ask questions 

- From a legal perspective, the pupil and parents are entitled to know the precise 
nature of the alleged facts.  From a practical perspective, allowing sufficient 
questioning will reinforce the impression of fairness. 

 
The pupil/parents present their case 

- to comment if appropriate. 
 
The Headteacher asks questions of the pupil/parents 

- The objective is for the Headteacher to establish all the relevant facts to allow a fair 
decision to be reached. 

 
Minute the hearing 

- A designated note-taker should note the names and the roles of all people present, 
all written documents considered, all oral evidence given and the decision reached, 
including the reasons stated. 

 
Adjourn 

- In all but the most straightforward of cases, however, it is good practice to adjourn 
the hearing before announcing the decision.  Before adjourning, explain what will 
happen next and when. 

 
Following the Hearing 
 
Inform all parties of the decision 
This can be done face to face in the first instance but should always be confirmed in writing, 
preferably within one school day of the hearing.  The letter should state the decision in 
relation to the charge (or each of them), the sanction, when it takes effect, the reasons, and 
to whom parents may appeal.  Any request for an appeal must be made as soon as possible 
and in any event within seven days of the decision being notified to the parents. 
 
Questions that may arise: 
 
Should the pupil be present at the hearing? 
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- As a general rule, yes. Natural justice requires that a pupil is able to hear the case 
against him/her and defend him/herself.  Unless there are strong reasons to the 
contrary, therefore, the pupil should be present and allowed to speak on their own 
behalf if he or she wishes to do so and the parents agree. 

 
Should other witnesses be present at the hearing? 

- Particularly where the other witnesses are also pupils, it is generally preferable to 
rely on written statements at the hearing.  Sometimes it may be felt that a witness 
should be present, for example to allow necessary questioning on the content of 
their statement. If so, the pupil may be asked to appear but should not be compelled 
to do so and the parents of that pupil must first consent. 

 
Can parents bring legal representatives to the hearing? 

- Parents should not bring legal representatives to the hearing unless there are 
compelling reasons for allowing it (e.g. illness, English not parents’ first language).  
You may however, wish to consider allowing parents to bring a non-legally qualified 
supporter, making it clear in advance that this person is not able to make 
representations.  If this offer is made then parents should also be asked to name any 
such supporter in advance of the hearing. 

 
Sanction 
Once the hearing has been held, the decision taker (almost certainly the Headteacher) will 
have a range of sanctions open.  Before concluding that exclusion is justified, the 
Headteacher should ask the following questions: 
 
Has the burden of proof been discharged? 
Where the pupil is accused of something that does not amount to a crime, the burden of 
proof required is that, on balance of probabilities (i.e. it is more probable than not), the 
pupil did what was alleged.   
 
Is an exclusion fair in all the circumstances? 
The decision to exclude is a very serious one with significant potential percussions.  In 
general, the decision should only be taken in response to a serious breach of the School’s 
behaviour policy, once other options have been exhausted and if allowing the pupil to 
remain in School would seriously harm the education or welfare of the pupil or others in the 
School.  Once guilt has been established, it is important to ask the following: 
 
Does the offence fall within the School’s list of offences which may lead to exclusion? 

- The list is found at the beginning of this policy but is non-exhaustive. 
 
Have pupils been excluded for similar offences in the past? 

- As a general rule it is dangerous to exclude a pupil where previous offenders have 
been let off with, for example, a suspension.  Holme Grange School is not bound to 
follow precedents but they will inevitably be asked to justify why a more severe 
sanction was fair in these circumstances. 

 
Has this pupil committed a serious disciplinary offence in the past? 
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- Excluding for a first breach of discipline is far more susceptible to challenge than 
where a pupil has a proven track record of misbehaviour.  The sorts of first offence 
that may justify exclusion typically involve: 

- violence 
- sexual assault 
- drugs and/or 
- offensive weapons 

Even then, a decision to exclude should have regard to all the relevant circumstances. 
 
Has the School taken into account any relevant domestic circumstances and whether the 
pupil was provoked, perhaps as a result of bullying or harassment? 
 
Are any other pupils involved in the investigation being dealt with in the same way? 
Again it is dangerous to scapegoat one pupil in circumstances where others are to be 
treated more leniently.  Check for consistency. 
  
Are the interests of the pupil outweighed by those of the School community as a whole? 

- i.e. how much harm will it do the School and those in it if this pupil is allowed to 
remain? 

 
If the answer to any of these questions is “no”, consider whether a less draconian sanction 
is more appropriate.  Suspension (perhaps accompanied by a final warning) is the logical and 
less severe alternative.  If the Head teacher feels able then a managed move of the pupil to 
another school might be possible if such an alternative can be readily identified.  Another 
option may be to allow the parents an opportunity to withdraw the pupil rather than having 
an exclusion imposed.  Both these options should be used with care and are generally to be 
avoided where there is no confidence in the quality of the relationship between the School 
and parents going forward.  Advice should be sought before offering these options. 
 
Governors' Review 

The Parents may request a review by Governors (Governors' Review) of a decision to 
permanently exclude the Pupil from the School (but not a decision to suspend the Pupil 
unless the suspension is for 11 School days or more, or would prevent the Pupil taking a 
public examination).  The request shall be made as soon as possible and in any event within 
seven days of the Head's decision being notified to the Parents.  The Parents will be entitled 
to know the names of the Governors who make up the review panel and may ask for the 
appointment of an independent panel member nominated by the clerk to the Governors 
and approved by the Parents, such approval not to be unreasonably withheld. 

Review procedure 

The Head will advise the Parents of the procedure (current at that time) under which a 
Governors' Review shall be conducted by a panel of three Governors (or by a panel of two 
Governors and an independent member if requested).  If the Parents request a Governors' 
Review, the Pupil will be suspended from School until the review procedure has been 
completed.  While suspended, the Pupil shall remain away from School and will have no 
right to enter School premises during that time without written permission from the Head.  
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A Governors' Review will be conducted under fair procedures in accordance with the 
requirements of natural justice. 

Aftermath 
The decision to exclude is always a serious matter for both the pupil and the school.  After 
following a fair procedure, the School does all it reasonably can to minimise educational 
damage to the pupil. 
 
After-care 
The consequences of a decision to exclude can be far-reaching, both in terms of the 
immediate issue of placing the pupil in another School but also in light of the perceived 
blemish to a pupil’s good character.  The potential for emotional and psychological side-
effects should obviously be borne in mind and can be mitigated not only by the human way 
in which the process is managed, but also by the School’s care for the pupil both during and 
after the process. 
 
Fees after expulsion 
If the pupil is expelled, there will be no refund of the acceptance deposit or of fees for the 
current or past terms.  There will be no charge or fees in lieu of notice but all arrears of fees 
and any other sum due to the School will be payable. 
 
Removal in other Circumstances 
Parents may be required, during or at the end of a term, to remove the pupil, temporarily or 
permanently from the school, if, after consultation with the pupil and/or parent, the Head 
teacher is of the opinion that by reason of the pupil’s conduct or progress, the pupil is 
unwilling or unable to benefit sufficiently from the educational opportunities and/or 
community life offered by the School, or if a parent has treated the School or members of its 
staff unreasonably.  In these circumstances, parents may be permitted to withdraw the 
pupil as an alternative to removal being required.  The Head teacher shall act with 
procedural fairness in all such cases and shall have regard to the interests of the pupil and 
parent as well as those of the School (see appeal procedure above). 
 
Fees following removal 
If the pupil is removed or withdrawn in the circumstances described above, the rules 
relating to fees and the acceptance deposit shall be the same as for expulsion save that the 
acceptance deposit will be refunded in full without interest. 
 
Leaving status 
The expression “leaving status” has reference to whether the pupil has been expelled, 
removed or withdrawn, and to the record which will be entered into the pupil’s file as to the 
reason for leaving, and the pupil’s status as a leaver, and the transfer of the pupil’s work to 
another educational establishment and to the nature of the reference which will be given in 
respect of the pupil, and also to the financial aspects of the pupil’s leaving.  These and any 
other relevant matters of leaving status will be discussed by the Head with the parents and, 
where appropriate with the pupil, at the time of the Head’s decision. 
 

Other important issues 
 

Safety 
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An exclusion should not be enforced if doing so may put the safety of the pupil at risk.  In 
cases where parents will not comply by, for example, refusing to collect the child, the child’s 
welfare is the priority. 
 

Confidentiality 
Except as required by law, the School and its staff shall not be required to divulge to parents 
or others any confidential information or the identities of pupils or others who have given 
information which has led to the complaint or which the Head teacher has acquired during 
an investigation.  The basic rule is that exclusion cases as a whole should be treated in the 
strictest confidence.  This is something that should be clarified from the outset and 
reiterated at intervals throughout the process. 
 

Equal Opportunities 
Any decision to exclude should not be based on a person’s race, sex, disability, sexual 
orientation or religious belief as stated in the Equality Act 2010. 
 

Special Educational Needs 
Following the implementation of the Special Educational Needs and Disability Code of 
Practice 2014 it is unlawful either to treat a disabled pupil less favourably for a reason 
related to their disability, or to fail to make reasonable adjustments in relation to a child’s 
education and associated services to ensure that disabled pupils are not placed at a 
comparative substantial disadvantage. 
 

The School must take account of any special educational needs when considering whether 
or not to exclude a pupil.  The Head teacher should ensure that reasonable steps have been 
taken by the School to respond to a pupil’s disability so the pupil is not treated less 
favourably for reasons related to the disability.  ‘Reasonable steps’ could include: 

- developing strategies to prevent the pupil’s behaviour 
- requesting external help with the pupil 
- staff training 

Where reasonable adjustments to policies and practices have been made to accommodate a 
pupil’s needs and to avoid the necessity for exclusion as far as possible, exclusion may be 
justified if there is a material and substantial reason for it.  A specific incident affecting order 
and discipline in the school may be such a reason. 
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