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HEATHFIELD SCHOOL 
 

Fixed Term and Permanent Exclusion Policy 
 
 
 
 
 

Policy Area: General 
Relevant Statutory Regulations:  NMS 12 

 
ISSR Part 6 
 

Key Contact Personnel in School 
Nominated Member of Leadership Staff 
Responsible for the policy:  

Headmistress 

Version:  2018.01 
Date updated:  30 September 2019  
Date of next review:  30 September 2020 

 

This policy will be reviewed at least annually, and/or following any concerns and/or updates to national 
and local guidance or procedures. 

Introduction 
 

 

Heathfield School (“the School”) aims to promote positive behaviour and relationships within its 
community. 

 
These measures are only considered when all other rewards and sanctions have failed to change 
unacceptable behaviour, or in instances of serious misconduct as outlined in the School’s Behaviour 
Policy.  Any decisions or processes will always be based on legal and/or professional advice. 

 
This Policy should be read in conjunction with the Behaviour Policy, the Promoting Positive Behaviour 
Policy, the IT Acceptable Use Policy and the contract parents signed when their daughters started at 
Heathfield. 

 
Policy 

 

 

Fixed Term Exclusions – also known as Suspension – (between one day and up to a maximum of 45 
days in any school year, or 15 days in any one term).  This sanction may be necessary if other forms 
of discipline and guidance have failed. 

 
Instances of offences for which we would consider a fixed term exclusion might include: 
 

 more than two or three instances of smoking 
 persistent, severe disruption to class 
 rudeness 
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 repeated detentions 
 failure to comply with the rules or codes of conduct as specified after a final warning 
 or any breach of trust as outlined in the Promoting Positive Behaviour policy.  

 
It may be necessary to ask a pupil not to attend School in order to carry out an investigation into serious 
allegations.  Work will be provided to ensure that learning is not affected. 

 
Permanent Exclusion 
Instances of serious offences for which the School would consider permanent exclusion might include: 
 

 Unsupervised and/or excessive consumption of alcohol on the School site 
 Involvement with or use of or distribution of illegal substances 
 Discrimination 
 Theft 
 Malicious damage to property 
 Parental behaviour 
 Violence to another person 
 Sexual misconduct 
 Carrying an offensive weapon 
 Repeated or persistent bullying 
 Aggression or threat to a member of staff 
 Serious instances of bringing the school into disrepute 
 Serious breaches of school’s IT policy 

 
If a situation arises in which the risk of serious disruption, influence or damage to the School community 
becomes imminent, then we must always protect and support the majority rather than the individual.  
Only in circumstances where we are forced to make this choice would we move to exclude a pupil 
permanently from the School. 

 
The School works to change behaviour, to encourage and strengthen self-esteem.  Very few, if any, 
children are beyond ‘redemption’. 
 
The School will not automatically exclude a pupil for experimenting with illegal drugs or legal highs, 
although this could well be the outcome.  The circumstances will be considered before a decision is 
made.  These principles also apply to any other dangerous substances (including alcohol) whereby a 
pupil or pupils risk harming themselves or others. 

 
A suspension would always be coupled with measures that will support an individual or individuals to 
receive appropriate treatment and continue their studies under strict supervision.  A re-integration 
meeting will be held by a member of the SLT on the return of the pupil from a fixed term exclusion. 

 
The School may exclude a pupil from the boarding environment and then help her to return, or possibly 
use partial exclusion in the form of internal exclusion from specific classes, activities or boarding areas. 

 

Procedure for Suspension (Fixed Term Exclusion (Suspension)) 
 

A fair and through investigation will be held into the allegations made against an individual pupil. 
 

The Investigation 
This investigation will normally be carried out by the pupil’s Head of House or a member of the Senior 
Leadership Team, other than the Headmistress, as is most appropriate together with, where appropriate 
and possible, a neutral member of staff e.g. school nurse. 

 
The pupil will be informed of the allegation and the evidence relied upon by the investigating officer in 
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an interview and she will be given the chance to respond to these allegations. 
 

The purpose of the investigation will be to establish the facts, and statements will be taken as appropriate 
from pupils and staff involved in the incident or who witnessed the incident. Statements will be signed 
by the witness and dated.  The statement should also be countersigned by the person taking it. 
 
The Headmistress on reviewing the evidence will make the decision on the appropriate punishment if a 
suspension is a potential outcome.  Only the Headmistress is able to take the decision to suspend a 
pupil.   
 

The Headmistress will inform the Chair of Governors of incidents which have occurred which may 
indicate the need for suspensions.  

 
Sanction Meeting Process (for Suspension) 
The sanction meeting will be conducted by the Headmistress and will usually follow this format: 
 

 An explanation of how the meeting will be conducted, and the role of those present 
 A description of the offence and the disciplinary sanctions that have been imposed 
 A summary of the evidence which will include an account of the version of events given by the 

pupil 

 An opportunity for the pupil and her parents / guardians to be heard and to ask questions about 
the incident and the sanctions 

 Actions to be taken by the school/child/parents to ensure that a repeat of the incident does not 
occur again 

 

This meeting can take place either before a child is suspended, after the child returns either in person or on 
the telephone.   
 
For Permanent Exclusion Only 

 
Informing Parents 
Depending on the nature of the alleged offence, it may be necessary for the pupil to be suspended whilst 
an investigation is carried out. In this instance, parents will be informed immediately.  In other cases, 
parents would normally be informed after the initial investigation but in good time before the hearing 
for permanent exclusions only. 

 

External Bodies 
The police, social services or other appropriate external bodies will be involved if appropriate or required. 

 

The Hearing (for Permanent Exclusion only) 

 Parents will be notified of a hearing in reasonable time 
 The hearing will normally be chaired by the Headmistress, although in some circumstances it 

may be heard by a member of the Governing Body 
 Parents will be given copies of all evidence and will be asked for any written submissions from 

parents/ the pupil to be provided for circulation within a reasonable timeframe, typically three 
working days before the hearing 

 The Headmistress will be accompanied by another member of the school staff who has not 
previously been involved in the matter.  He/she will be the minute taker too 

 The pupil is encouraged to attend the hearing 
 The pupil’s parents may be accompanied at the hearing by a supporter as long as this person is 

identified in advance of the hearing.  This will not be a legal representative and he/she would 
not be able to make representations 

 Witnesses may be asked to attend but other pupils will only be in attendance if necessary and 
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with their parents’ consent 
 The hearing will not be recorded. Any minutes taken will be retained on file.  This will include 

the names and roles of all those present, all written documents considered, the oral evidence 
given and the decision reached, including the reasons stated 

 At the hearing, the Headmistress will set out how the hearing will be conducted and the role of 
those present 

 The School, normally the investigating officer, will present its case and read aloud any witness 
statements 

 Parents/ the pupil will be able to ask questions and then present their case 
 The Headmistress will have the opportunity to ask any further questions to ensure all the facts 

have been established as clearly as possible 
 The hearing will be adjourned to allow the Headmistress to consider her decision; parents will be 

informed as to the timing of the decision and how they will be informed.  The decision will be 
confirmed in writing if the original decision is given verbally.  The decision letter will normally 
be sent within one working day of the hearing and will state the following: the decision in relation 
to each, the charge, the sanction, when it takes effect, the reasons for the decision, and to whom 
the parents may appeal and the deadline for doing so. 

 
Governors’ Review 

 Parents have the right to appeal against the decision made by the Headmistress by lodging an 
appeal in writing to the Chairman of Governors, normally within five working days of receipt of 
the exclusion decision letter 

 The purpose of the Governors’ Review is to consider the grounds of appeal raised by the parents, 
so far as these are relevant to whether the pupil committed the disciplinary offence in question 
and whether exclusion is a reasonable response 

 The Chairman will arrange for the Governors’ Review to be heard by two members of the 
Governing body 

 The Governors’ Review will take place as soon as practicable and normally within two working 
weeks of the grounds of appeal being received 

 New evidence may be presented by either the school or the pupil / parents as long as it is relevant 
to the issues covered directly in the original hearing and is circulated well in advance to all parties 

 The Governors’ Review will follow a very similar format to the hearing 

 The decision of the Governors’ Review will be confirmed in writing (normally within three 
working days) and will be final 

 

Suspension 
If parents request a Governors’ Review, the pupil will be suspended from the School until the decision 
to permanently exclude or remove has been set aside or upheld.  While suspended, the pupil will 
remain away from the School and will have no right to enter the School premises during that time 
without prior written permission from the Headmistress. 

 
Confidentiality 
Exclusion cases should be treated by all parties in the strictest confidence.  However, confidentiality 
cannot, and therefore should not, be guaranteed to any witness or party whose evidence may be 
relied upon. 

 

Related Policies 
 

 

 Behaviour Policy 
 IT Acceptable Use Policy 
 Sanctions Meeting Procedure 
 Promoting Positive Behaviour Policy 

 


