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Hanford’s Policy for Discipline, Behaviour and 
Exclusion 

1. INTRODUCTION 

Hanford is a boarding and day school for girls aged 7 to 13.  It prides itself on its genuine, relaxed 
family atmosphere and the good behaviour and manners of the girls. 

2. AIMS OF THE SCHOOL 

The aims of the school, as set out in the website are: 
• Fulfilling Potential - To recognise the breadth of academic capabilities and requirements and 

enable each girl to do the very best that she can. 
• Nurturing Talent - To provide the opportunity, encouragement and support for each girl to 

pursue and expand her interests both within and beyond the classroom. 
• Valuing Individuality - To recognize that each girl develops at her own speed, with her own 

interests, abilities and needs; and to maintain the flexibility to respond accordingly. 
• Encouraging Respect - To help the girls to look beyond themselves, to learn about living with 

others, being part of a wider group and taking care of each other's needs. 
• Cherishing Childhood - To provide the time, the opportunity and the environment for free 

play.  
In order to achieve these aims, it is essential that the school has suitable policies: to ensure that all 
individuals are respected and their individuality valued; to ensure that girls are encouraged to 
achieve; to promote positive behaviour, encourage self-discipline, deal with any discipline issues 
fairly and consistently and allow it to exclude pupils when alternatives are either exhausted or 
inappropriate. 

3. KEY PRINCIPLES 

The following principles form the basis of this policy: 
 
1. To be effective, rewards and sanctions should be applied fairly and consistently 
2. Good discipline helps overall school effectiveness by providing a good learning and teaching 

environment – it is an important pre-condition for pupils’ levels of attainment. 
3. Good discipline is central to the organisation of school life – it has a positive influence on 

teacher and pupil morale, making school an enjoyable and interesting place to be.  
4. Good discipline is central to pupils’ safety and well-being – it is part of the personal and social 

development of pupils. 
5. The School’s duties under the Equality Act 2010, including issues related to pupils with special 

educational needs/disabilities and making reasonable adjustments for these pupils. 
  



 

 

4. AIMS OF THIS POLICY 

1. To promote and articulate the whole-school approach to the task of achieving and maintaining 
high standards of discipline. 

2. To establish clear and reasonable principles, setting the boundaries of acceptable behaviour, 
and providing guidelines. 

3. To reinforce the maintenance of a positive and productive ethos for the whole school in which 
there is insistence on high standards of behaviour at all times. 

4. To acknowledge the importance of rewards, with a proper emphasis on well-deserved praise.  
Sanctions are to be exercised as appropriate and applied with fairness, flexibility and without 
discrimination. 

5. To enhance the quality of the school as a community, and nurture the ethos of the school in 
terms of relationships between teachers; between teachers and pupils; between teachers and 
parents; and between pupils. 

6. To reinforce the importance of positive influences and models of acceptable behaviour; the 
encouragement to pupils to develop self-esteem and self-discipline; and high expectations by 
staff of good pupil behaviour. 

7. To protect the reputation of the school community as a whole.  
8. To protect school property and the wider environment.  
 

5.  RESPONSIBILITIES OF THE HEADMASTER 

The Headmaster's role in relation to behaviour and discipline is to: 
 
1. Determine the detail of the standard of behaviour acceptable to the school; 
2. Have the day-to-day responsibility for maintaining discipline in the school; 
3. Monitor any rules and guidance; 
4. Promote self-discipline and proper regard for authority among girls; 
5. Promote good behaviour and respect for others; 
6. Prevent all forms of bullying among girls. 

6. STANDARDS OF BEHAVIOUR 

The Governors and the Headmaster intend that the school rules and policies for behaviour and 
discipline and the rewards and sanctions provided in them shall also, in appropriate 
circumstances, be capable of regulating the conduct of pupils when they are away from school 
premises and outside the jurisdiction of the school, for example during exeat/ half term and in the 
holidays.  
 
This will normally be where the conduct in question could have repercussions for the orderly 
running of the school, affects the welfare of a member or members of the school community or a 
member of the public, or which brings the school into disrepute. 
 
The school rules and policies for behaviour and discipline shall be set by the Headmaster. The 
school rules and policies apply to all age groups and at all times when the pupil is: 
  

1. At the school or representing the school  
2. Travelling to and from the school on transport arranged by the school; or 



 

 

3. Associated with the school at any time. 
 

All members of staff are expected to encourage good behaviour amongst the girls, both in and out 
of school, and apply rewards and sanctions fairly and consistently. The school has high standards 
of behaviour and endeavours to encourage good habits of work and behaviour from the moment a 
child enters the school.   
 
The girls are encouraged to: 
 
1. Listen carefully and follow instructions; 
2. Treat other people how they would like to be treated themselves; 
3. Show respect for other people and their property; 
4. Work quietly without disturbing their classmates; 
5. Arrive punctually at lessons and activities; 
6. Take responsibility for their own possessions and keep them, their desks and lockers clean and 

tidy; 
7. Tell the truth; 
8. Do their best. 

 
It is understood that there will be variations in staff acceptance and tolerance of girls’ behaviour in 
class depending on the nature of the class and content of the lesson, but behaviour which does not 
allow constructive teaching and learning is totally unacceptable; all staff have a duty to ensure that 
such behaviour is not tolerated.  
 

7. REWARDS AND SANCTIONS 

All rewards and sanctions must be applied fairly and consistently. None of the school’s 
punishments will be degrading or humiliating and will not be intended to cause pain, anxiety or 
humiliation, deprivation of access to food or drink, enforcing eating or drinking, prevention of 
contact by telephone or letter with parents or any appropriate independent listener or helpline, 
requirement to wear distinctive clothing as a punishment (or night clothes by day), use or 
withholding of medical, optical or dental treatment, deprivation of sleep, fines or locking in a 
room or area of a building. 

Rewards 
 
Wherever possible staff should develop their own reward systems to encourage good behaviour.  
The rewards used by the school are: 
 
• Verbal praise; 
• Showing good work to others; 
• Written praise in exercise books; 
• The use of “pluses” and “very goods” and progress certificates; 
• Reward with favourite activities built into the day or weekends; 
• Propose promotion in the manners’ system. 
 



 

 

The school recognises that where challenging behaviour is related to a pupil's disability, use of 
positive discipline and reward methods may enable the school to manage the pupil's behaviour 
more effectively and improve their educational outcomes. 

Sanctions 
 
The Headmaster may prescribe and authorise the use of any sanctions as comply with good 
education practice and promote good behaviour and compliance with the school rules. When 
considering the appropriate sanction, the risks posed to pupil welfare by an individual's behaviour 
will be assessed. This may include consideration of how any action taken, sanctions applies or 
inaction may affect that individual's welfare and, where appropriate, how it may affect other 
pupils' welfare and/ or the school community as a whole.  
 
Sanctions should be applied for misbehaviour when rewards have failed, or where it is necessary 
in the circumstances to show appropriate disapproval. 
 
Minor breaches of discipline are dealt with by staff as they occur and low level sanctions may be 
given. A verbal warning will often be sufficient. More serious breaches of school rules should be 
referred to the Deputy Head. The Deputy Head must also be consulted in cases of breaches of 
discipline where there may be special circumstances which should be taken into consideration (see 
below).  
 
All staff must seek to ensure that punishments are applied fairly, and in proportion to the offence.  
They should enable girls to make reparation where possible.  As far as possible the sanction 
applied should be as constructive as possible. 
 
The following sanctions may be used in the school in appropriate cases and should be recorded on 
iSams: 
 
• Reprimand; 
• Changing places in class; 
• Loss of reward/privilege; 
• Loss of play time/favourite activity; 
• Allowing the individual time and space to calm down; 
• Completion of work in a girls’ free time – “Returned Work”; 
• Carrying out useful tasks to help the school; 
• Report card; 
• S.Y.R (Serve You Right) 
 
For more serious offences, the following sanctions may be considered: 
 
• Withhold participation in educational visits or sports events which are not essential to the 

curriculum (to be discussed with the Headmaster); 
• Be confined to the playground during free time (to be approved by the Headmaster); 
• Inform parents – letter/immediate phone call for more serious incidents (Headmaster only); 
• The Headmaster will consider referring to outside agencies in the circumstances laid out in the 

Child Safeguarding Policy; 
• The pupil may be asked to leave the school permanently.  
 



 

 

All serious disciplinary matters that could lead to the permanent exclusion of the pupil from the 
school must be reported to the Headmaster. See section 9. 
 
In accordance with the Equality Act 2010, the school acknowledges its legal duties in respect of 
safeguarding and special educational needs. In particular we give due consideration to our 
children with special educational needs or disability when considering behaviour, discipline and 
sanctions. Adjustments will be made according to the pupil’s individual specific needs which 
could include differentiation in the school’s behaviour policy, behaviour modification strategies 
and requesting external help with the Pupil. 
 
Staff should seek advice from the Deputy Head or Head if they are unsure about how to manage a 
pupil's behaviour where this is related to a special educational need or disability.  Where 
permanent exclusion needs to be considered, the school will ensure that a pupil with a disability or 
special educational needs is able to present their case fully where their disability or special 
educational needs might hinder this.  Any religious requirements affecting the pupil will also be 
considered. 

Malicious Allegations Against Staff 
 
Where a pupil makes an accusation against a member of staff and there is reasonable suspicion 
that the accusation has been deliberately invented or malicious, the Headmaster will consider 
whether to take disciplinary action in accordance with this policy.   
 
Where a parent has made a deliberately invented or malicious allegation the Headmaster will 
consider whether to require that parent to remove their child or children from the school on the 
basis that they have treated the school or a member of staff unreasonably and compromised the 
requirement for mutual trust and confidence. 

In accordance with the DfE's guidance Keeping Children Safe in Education (2016), the school will 
consider a malicious allegation to be one where there is sufficient evidence to disprove the 
allegation and there has been a deliberate act to deceive. 

Searching Pupils 

Informed consent:  school staff may search a pupil or her possessions or accommodation with 
their consent for any item.  If a member of staff suspects that a pupil has a banned item in her 
possession, they can instruct the pupil to turn out her pockets or bag.  If the pupil refuses, 
sanctions will be applied in accordance with this policy. 

 
Searches without consent:  In relation to prohibited items, the Headmaster, and staff authorised 
by the Headmaster, 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.  
Such action will be taken in accordance with the DfE guidance Searching Screening and 
Confiscation (February 2014). 

8. RECORD-KEEPING 

All serious incidents of misconduct must be recorded on iSAMS and reviewed regularly by the 
Headmaster for information and/or action. Records will include the name of the pupil concerned, 



 

 

the reason for the punishment including relevant dates, and the name of the person administering 
the punishment.  Staff are encouraged to record particularly positive behaviour, positive and 
negative, as well as more minor incidents on iSAMS so that significant patterns and trends in 
behaviour may be identified and action taken as necessary. 
 
Staff are also encouraged to review iSAMS regularly so that they can keep abreast of general 
standards of behaviour. In particular, pastoral tutors are expected to review entries relating to 
their tutees - as are form tutors in connection with their forms. 
 
Any communications between parents and staff must also be noted on iSams and given to the 
Headmaster for filing. In addition, records of sanctions are kept on iSAMS in order to facilitate 
monitoring and the identification by the Headmaster and/or Housemistress of significant patterns 
and trends. 
 

9. EXCLUSIONS 

Only the Headmaster can exclude a girl. Girls may be excluded for one or more fixed periods or 
permanently. The following definitions apply:  
 
Removal: The Headmaster may require the removal of a pupil from the school if, after 
consultation with the parents and if appropriate the pupil, the Headmaster 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 offered by the school; or 

• a parent has treated the school, members of its staff or any member of the school 
community unreasonably. 
 

In these circumstances, the parents may be permitted to withdraw the pupil as an alternative to 
removal being required. 

 
Permanent Exclusion: A pupil is liable to permanent exclusion for a grave breach of school 
discipline or a serious criminal offence.  Permanent exclusion is reserved for the most serious 
breaches. 

 
The Headmaster is required to act fairly and in accordance with the principles of natural justice.   

 
Fixed Period Exclusion:  A pupil may be released home for a limited period either as a 
disciplinary sanction or as a neutral act pending the outcome of an investigation or a Governors' 
review.   

 
The school seeks to work in partnership with parents over matters of discipline, and it is part of 
parents’ obligations to the school to support the school rules.  Parents will be contacted to discuss 
any disciplinary matter which may result in fixed period exclusion, or where removal or 
permanent exclusion is being considered.  Parents will also be notified of any other disciplinary 
sanction and may be contacted to discuss the matter if it is considered appropriate to do so. 
 



 

 

 

 

Procedure 

Investigation 
 
A complaint or rumour about serious misconduct will be investigated.  This investigation will 
normally be co-ordinated by the Deputy Head, and its outcome will be reported to the 
Headmaster.  Parents will be informed as soon as reasonably practicable if a complaint under 
investigation is of a nature that could result in the pupil being permanently excluded or removed 
from the school.  
 
The pupil may be interviewed about a complaint or rumour and arrangements will be made for 
her to be accompanied by a member of staff of her choice and /or by a parent (if available at the 
relevant time).  A minute of the interview will be recorded in writing by the interviewing member 
of staff.  
 
It may be necessary to suspend an investigation if external agencies are involved, taking into 
account advice from the appropriate external agency. 
 
Disciplinary meeting 
 
The pupil and her parents (if available) will be asked to attend the disciplinary meeting with the 
Headmaster at which the Deputy Head will explain the circumstances of the complaint and the 
investigation.  The pupil may also be accompanied by a member of staff of her choice.  Where the 
complaint concerns the behaviour of the parents, the pupil will not generally be expected to attend 
the meeting and this procedure applies to the parents only. 
 
The Headmaster will consider the complaint/s and the evidence and the pupil and her parents 
will have an opportunity to state their side of the case.  Unless the Headmaster considers that 
further investigation is needed, he will decide whether the complaint has been sufficiently proved.  
The standard of proof shall be the civil standard i.e. the balance of probabilities.   
 
If the complaint has been proved the Headmaster will outline the range of disciplinary sanctions 
which he considers are open to him.  The pupil's disciplinary record will be taken into account 
where the complaint concerns the conduct of the pupil.   
 
The Headmaster will give his decision in writing, with reasons, usually within 24 hours of the 
disciplinary meeting.  A decision to permanently exclude or remove a pupil shall take effect seven 
days after the decision was first communicated to a parent.  Until then, the pupil shall remain 
excluded and away from school premises.  If within seven days the parents have made a written 
application for a review by the Governors of the decision, the pupil shall remain excluded until the 
review has taken place and either the sanction is upheld or a reconsidered decision made. 
 
A pupil or her parents may request a Governors' review of the decision to exclude a pupil from the 
school on a permanent or fixed basis.  See Appendix 1. 

 



 

 

10. CORPORAL PUNISHMENT  

In accordance with the law there is no use of corporal punishment at Hanford School.  

11. USE OF REASONABLE FORCE 

There are a wide variety of situations in which reasonable force might be appropriate, or 
necessary, to control or restrain a pupil. Any use of force by staff will be reasonable, proportionate 
and lawful. Reasonable force will be used in accordance with the DfE guidance Use of Reasonable 
Force (July 2013).   
 
They will fall into three broad categories: 
 

• where action is necessary in self-defence or because there is an imminent risk of injury, to 
the pupil herself, or to other people 

• where there is a developing risk of injury, or significant damage to property, including 
their own; or 

• where a pupil is behaving in a way that is seriously compromising good order and 
discipline at the school or among any of its pupils, whether that behaviour occurs in a 
classroom or elsewhere or committing an offence 

 
In these circumstances, force will be used for two main purposes: (1) to control pupils; or (2) to 
restrain them.  
 
In deciding whether reasonable force is required, the needs to individual pupils will be considered 
and reasonable adjustments will be made for pupils with special educational needs or disabilities.  
 
Further guidance about the use of reasonable force is provided to staff in the Code of Conduct. 

Recording incidents where force is used 
It is important that there is a detailed written report of any occasion where force is used.  It may 
help prevent any misunderstanding or misrepresentation of the incident, and it will be helpful 
should there be a complaint.  The Headmaster should be informed as soon as possible and be 
provided with a full written report. He will inform the parents of an incident which involves their 
child and give them an opportunity to discuss it. 

12. INVOLVEMENT OF PARENTS 

Parents and guardians who accept a place for their child at Hanford undertake to uphold the 
school’s policies (including this policy). They are expected to support the school’s values in 
matters such as attendance and punctuality, behaviour, dress and appearance, standards of 
academic work and extra-curricular activities. The school is always happy to consider suggestions 
from parents and hopes that parents find the school responsive and open-minded. 

 

 



 

 

13. INVOLVEMENT OF STAFF 

Matters relating to the behaviour of girls are discussed at Staff Meetings or informally as situations 
arise. 

14. INVOLVEMENT OF GIRLS 

Our experience shows that the ethos of and respect for the school is enhanced by listening to our 
pupils and by encouraging constructive suggestions from them. Members of the various Hanford 
Committees are encouraged to express their views on the subject of behaviour.  Other 
opportunities for discussion arise during Art Appreciation, Current Affairs and Religious Studies 
lessons, and during lessons generally, and times with the Form Teachers. 

15. CONSULTATION 

The Headmaster welcomes any comments about the policy from members of the staff.  He also 
reports any serious issues to the Governors. 

 16. EQUAL OPPORTUNITIES 

All rewards and sanctions must be applied fairly and consistently and in accordance with the 
school’s equal opportunities policy. 

17. PUBLICATION 

Hanford’s Behaviour Policy is available to all parents and prospective parents of girls at the school 
on the school website or it can be requested through the School Office. 
1. Reference to the policy is made in the General Information booklet for parents 
2. Hanford’s Exclusion Policy is contained within this document 

18. LINKS WITH OTHER POLICIES 

The policy should be read alongside the following: 
• The school's statement of ethos and aims 
• The counter-bullying policy (including the cyberbullying policy) 
• The complaints policy 
• The school’s policy on responding to allegations against staff (in the event of allegations being 

determined to be invented or malicious). 
• The E-Safety Policy  
• Responses to Alcohol, Smoking and Substances Policy. 

19. TEACHING AND LEARNING 

Hanford aims to raise the aspirations of all its pupils and to help them to appreciate that there are 
no barriers to their potential achievements both inside and outside the classroom. Pupils are 
encouraged to take responsibility for their own learning. We celebrate success, emphasise the 
positive and deal with the negative in a sensitive and tactful way. The school’s teaching and 



 

 

support staff offer every child a high level of individual attention together with consistent and 
helpful advice. In return, the school expects every child to cooperate and to work hard. 

20. COMPLAINTS 

Should you have a complaint about the operation of the school’s policy for discipline, behaviour 
and exclusion, please contact the Headmaster who will provide you with a copy of the Complaints 
Policy at your request.   

21. MONITORING AND REVIEW 

The policy will be reviewed annually, or earlier if necessary. 
 
  



 

 

 

Appendix 1 Review 
1 Request for review:  A pupil or her parents may request a review by the Governors of the 

Headmaster's decision to permanently exclude or remove a pupil [or where a decision has 
been made to impose the disciplinary sanction of a fixed period exclusion on a pupil for 11 
school days or more or where such fixed period exclusion would prevent a pupil from 
taking a public examination].  The application must be made in writing and received by the 
Clerk to the Governors within seven days of the Headmaster's decision being notified to 
the parents, or longer by agreement. If the parents or the pupil have any special needs or 
disabilities which call for additional facilities or adjustments, these should be made known 
to Clerk so that appropriate arrangements can be made. 

2 Grounds for review:  In their application the parents must state the grounds on which they 
are asking for a review and the outcome which they seek.  For the avoidance of doubt, a 
mere disagreement with the decision of the Headmaster will not of itself be grounds 
sufficient for a review.   

3 Review Panel:  The review will be undertaken by a three member sub-committee of the 
Governing Body.  The panel members will have no detailed previous knowledge of the 
case or of the pupil or parents and will not include the Chair of Governors.  Selection of the 
panel will be made by the Clerk to the Governors.  With the exception of the Chair of 
Governors, those Governors not appointed to the panel will not be provided with 
information about the case.  Parents will be notified in advance of the names of the panel 
members.  Fair consideration will be given to any bona fide objection to a particular 
member of the panel.  The panel may, if requested by the parents, include an independent 
member who has no connection with the management or running of the school.   

4 Role of the Panel:  The role of the panel is to consider the documentation provided by the 
parties and representations made and to decide whether to uphold the Headmaster's 
decision or refer the decision back to him with recommendations so that he may consider 
the matter further. 

5 Review meeting:  The meeting will take place at the school premises, normally within 15 
School days after the parents' application has been received.  A review will not normally 
take place during school holidays.  The parents and the Headmaster will be asked to 
submit any documents they wish to refer to at the meeting to the Clerk to the Governors 
and a single bundle will be circulated to the panel and the parties simultaneously at least 5 
days before the meeting.  On receipt of new information not previously available to the 
Headmaster before his decision was made, the Clerk should contact the Chair of Governors 
who will decide whether: 

5.1 To include the new information in the bundle; or 

5.2 To omit the information if not relevant to the grounds for review; or 

5.3 To make further enquiries of the parents or the pupil about the information; or 

5.4 To refer the information to the Headmaster for his consideration as to whether the 
decision should be revisited. 

A review meeting is a private procedure and all those who are concerned in it are required 
to keep its proceedings confidential, subject to law.  The requirement is without prejudice 
to the parties' right to refer to the panel's decision in any subsequent legal proceedings. 

6 Attendance:  Those present at the review meeting will normally be: 

6.1 Members of the review panel and an appointed Clerk; 



 

 

6.2 The Headmaster and any relevant member of staff whom the pupil or her parents 
have asked should attend and whom the Headmaster considers should attend in 
order to secure a fair outcome; and 

6.3 The pupil together with her parents and, if they wish, a member of the school staff 
who is willing to speak on the pupil's behalf.  If the complaint concerns the 
behaviour of the parents, the pupil will not be expected to attend.  The parents may 
be accompanied by a friend or relation.  The meeting is not a legal proceeding and 
so legal representation is not necessary.  The Clerk to the Governors must be given 
seven days' notice if the friend or relation is legally qualified and the parents should 
note that the review panel will wish to speak to the parents directly and this person 
will not be permitted to act as an advocate or to address the meeting unless invited 
to do so by the Chair of the panel.  

7 Conduct of meeting:  The meeting will be chaired by one member of the review panel and 
will be conducted in a suitable room and in an informal manner.  All statements made at 
the meeting will be unsworn.  The meeting will not be recorded but the Clerk will be asked 
to keep a hand-written minute of the main points which arise at the meeting.  All those 
present will be entitled, should they wish, to write their own notes.  The meeting will be 
directed by the Chair who will conduct it so as to ensure that the parties have a reasonable 
opportunity of asking questions and making appropriate comment.  Everyone is expected 
to show courtesy, restraint and good manners.  The Chair may at his / her discretion 
adjourn or terminate the meeting.  If the meeting is terminated, the original decision will 
stand. 

8 Procedure:  The Headmaster will provide the parents with a copy of the current review 
procedure if requested. The panel will consider each of the points raised by the pupil or her 
parents and any documentation they wish to rely on so far as relevant to: 

8.1 Whether the decision was fair procedurally and / or substantively - whether the 
facts of the case were sufficiently proved and an appropriate procedure followed 
when the decision was taken to permanently exclude or remove the pupil.  The civil 
standard of proof, namely, "the balance of probability", will apply; and 

8.2 Whether the sanction was proportionate - that is whether it was warranted in 
respect of the breach of discipline or the other events that are found to have 
occurred and to the legitimate aims of the school 's policy in that respect. 

The requirements of natural justice will apply.  If for any reason the pupil or her parents 
are dissatisfied with any aspect of the meeting they must inform the Chair at the time and 
ask the Clerk to note their dissatisfaction and the reasons for it. 

9 Decision:  When the Chair decides that all issues have been sufficiently discussed and if by 
then there is no consensus, he / she will conclude the meeting and the panel will consider 
its decision and recommendations.  The panel's decision and any recommendations will be 
notified in writing, with reasons, to the Headmaster and the parents by the Chair of the 
review panel or the Chair of Governors within seven days of the meeting.  The Headmaster 
will provide his response to those recommendations, if appropriate, in writing within 24 
hours.  In the absence of a significant procedural irregularity, the Headmaster's decision 
will then be final. 
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