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1.POLICY FOR SCHOOL DISCIPLINE 
 
1.1. Aims 
 

·  To develop a whole school behaviour policy supported and followed by the 
whole school community of parents, teachers, pupils and governors, based on 
a sense of community and shared values. 

 
·  To implement positive strategies to create a caring ethos in which teaching and 

learning can take place in a safe and happy environment. 
 

·  To implement a Code of Conduct, which will promote responsible behaviour, 
encourage self-discipline and encourage pupils respect for themselves, for 
other people and for property. 

 
·  To implement with consistency a behaviour plan which has been drawn up in 

consultation with staff and pupils 
 

·  To encourage good behaviour by providing a range of rewards which are 
popular, meaningful and attainable. 

 
·  To encourage a sense of belonging to the whole school community. 

 
·  To create an inclusive school, promoting good attendance and reducing 

exclusions. 
 
·  To publicise widely the rewards available, and publicly acknowledge success.  

 
·  To raise awareness of the sanctions that may be imposed on pupils not 

adhering to the Code of Conduct. 
 

·  To deal effectively with problems as they occur in a fair and just manner in 
accordance with relevant policies. 
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2. CODE OF CONDUCT 
 
2.1. 
A key aspect of the School’s Behaviour Plan is that positive attitudes are              
recognised and encouraged publicly. Pupils are taught about the rights and 
responsibilities they have to themselves, others and the school. They are also taught 
about the rewards for positive behaviour, effort, attendance and taking an active part 
in school life. Pupils are also taught the consequences of poor behaviour both in and 
out of the classroom.  
 
2.2. 
 All pupils have the right: 
·  to expect a positive learning environment in which effort and achievement are 

recognised and rewarded. 
·  to be taught without interruption from inappropriate or disruptive behaviour of 

another. 
·  to know the rewards/sanctions as a result of different actions. 
 
2.3. 
 All teachers have the right: 
·  to establish a safe, learning environment for all pupils. 
·  to expect appropriate behaviour and encourage positive social educational 

development. 
·  to expect assistance from parents, senior management and governors in promoting 

a positive environment. 
 
2.4. 
 All members of the school community are responsible for working a system 

which details: 
·  the recognition and rewards for pupils who display positive behaviour, stick to the 

rules and achieve what is required. 
·  the consequence and sanctions for those who fail to comply with the agreed limits. 
·  the need for everyone to treat all other members of the school community with the 

respect they deserve. 
 
Rules 
 
Please see Appendix 1 and 2 
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3. INCENTIVE SCHEME 
 

    3.1  
      The major aim of the school policy is to encourage pupils to practice good behaviour 

by operating a system of praise and reward. Our incentive scheme is for all pupils, its 
purpose is to encourage them. 

 
     3.2 
      The Llantwit Major School scheme is based on a graded system of awarding points. 

Pupils are encouraged to know that they are rewarded for good behaviour, good 
effort, good attendance and for taking part in all aspects of school life. Points are 
awarded at all levels from Support staff to Headteacher. All points awarded, and the 
reason for the award, are recorded on the LISOL System and accumulated. 

        
      3.3 
      Pupils are taught that Points mean Prizes. 

 
The rewards consist of: 

·   Verbal praise 
·   Recorded Praise 
·  Positive Referrals to Head of Department, Head of Year or Senior 

Management Team. 
·  Letter Home 
·  Praise Telephone calls. 
·   Governors Commendation 
·  Recognition in School Awards Evening 
·  Prizes such as Book Tokens, Cinema Vouchers etc. 

 
      3.4 
     Staff are encouraged to involve Heads of Department, Heads of Year and members of 

the Senior Management Team when pupils make significant effort. 
 
     3.5 
    The success of obtaining rewards is celebrated in assemblies, presentation ceremonies 
    and through use of the press. 
      
     3.6 
      Points are also accumulated for the Form thus creating healthy competition within the 

school to promote Inter Form competition, on a Year Group basis.   
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4. SANCTIONS 
 

      4.1 
      Llantwit Major School has a clear and graded list of sanctions that may be imposed on 

pupils who fail to adhere to the Code of Conduct. Tied into the sanctions is a loss of 
points, the value is graded to the offence. Pupils are taught that lost points can mean 
punishments. All sanctions must be recorded on the LISOL System. 

 
·  Reprimand by the Class Teacher who may impose a short detention as           

appropriate. 
·  Note to parent in Homework Diary. 
·  Interview with the Head of Department. 
·  Departmental letter home. 
·  Departmental detention. 
·  Referral to Leader of Upper, Middle, Lower School. 
·  Inform parents in writing. Impose an after school detention. 
·  Intervention of Behaviour Support Co-ordinator. 
·  Isolation of a pupil with work. 
·  Parental Interview to discuss ways of dealing with future problems should 

they arise. 
·  Placing pupil On Report. 

 
      4.2 
     Totally unacceptable behaviour will be dealt with directly by Patrol / Leader of Upper, 

Middle, Lower School, who may use any of the following sanctions and strategies: 
·  Isolation of pupil with work. 
·  On Report. 
·  Detentions. 
·  Parental Interviews. 
·  Contract with pupil parent and school. 
·  Internal Exclusion. 
·     School Disciplinary Panel Hearing with pupil and parents. The panel will consist 

of at least one SMT Members and one Governor not on the Governors 
Disciplinary Committee. 

·  Fixed term exclusion at discretion of Headteacher. 
·  Governing Body Disciplinary Committee Meeting with parents and pupil. 
·  Permanent exclusion.  
 
4.3 
 It is not school policy to give whole class detentions. 
 

      4.4 
      A copy of the Classroom Rules should be displayed in all classrooms, and  taught, 

together with the contents and meaning of Home School Agreement to all classes by 
Form Tutors at the beginning of each Half Term and are re-enforced during Year 
Assemblies during the term. 
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4.5 
The Home School Agreement is printed in the Homework Diary. Pupils/Parents and 

School Representative are asked to sign it at the beginning of each academic year. 
4.6 
Staff are expected to apply both rewards and sanctions with consistency and follow  
the correct lines of referral, both positive and negative as laid down in the LISOL 

Behaviour Plan issued to all staff. Staff are asked to review the LISOL behaviour 
plan periodically and if necessary submit suggestions for amendment. 

 
A copy of the LISOL Behaviour Plan is in the appendices. - AP3 
  

 5. PARENTAL INVOLVEMENT 
 
5.1 
The school believes that an effective behaviour policy requires a close partnership 
between parents, pupils and school. Before admission to the school we ask parents to 
read the school information pack ‘Introducing Llantwit Major School’ which 
contains: 
 
 
·  A summary of the Code of Conduct together with rewards and sanctions operated 

within the school. 
·  A clear and concise statement on the use of detention in school and after school 

hours. 
·  The school Anti Bullying Charter. 
·  The School Rules. 
·  The School Uniform. 
·  How parents can help their child at school. 
·  The Home School Agreement. 
 
5.2 

      Parents sign a declaration on the Admission Form that they have read and accept the 
information contained within the information pack. 
 
The school will give an undertaking to keep parents informed of rewards given and 
sanctions imposed. 
 
5.3 
The Home School Agreement 
       
Under the Schools Standards and Framework Act 1998,  pupils and parents are 

required to enter into a partnership agreement with schools. The aim of the 
partnership is to help the individual help the child mature and develop in 
supportive surroundings both at school and at home, so that he/she can make the 
most of the opportunities available during his/her time at school. 

 
5.4 
There is a copy of the Home School Agreement in the Homework Diary which will be 
signed every year by parent /pupil and school.  
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6. DETENTION 
6.1 

      Section 550B of the Education act 1996 as inserted in Section 5 of the Education Act 
1997 gives schools the legal backing to detain pupils after a school session on 
disciplinary grounds. From September 1 1998, head teachers and other teachers 
authorised by the head have a clear legal authority to detain pupils on disciplinary   
grounds after the end of a school session without the consent of the parent. 

   
      6.2 

At Llantwit Major School detention is used as a sanction in the following ways 
 

·  10 to 15 minutes by class teacher as a result of breaking one or more of the 
rules set out in the Code of Conduct. 

 
·  30-minute lunchtime detentions held by departments after a pupil has been 

referred to the Head of Department. 
 

·  30 minute Leader of Upper, Middle, Lower School Lunch Time detention. 
 

·  1 hour after school detention. Only to be given by Leader of Upper, Middle, 
Lower School, or member of the SMT. Parents are notified of this sanction. 
Notification of after school detentions are recorded on the LISOL system. 

 
·  The detention imposed will be reasonable and proportionate to the offence or 

misdemeanour. 
 

·  Any special circumstances will be taken into account. 
 

·  In the case of after school detentions parents are notified in writing using the 
Notification of Detention letter which clearly states the date and time of the 
detention, the reason for the detention and the person to contact if parents wish 
to discuss the sanction further. 

·  It is not school policy to give detentions to whole classes. 
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   7. Bullying 
 
7.1 Introduction  
 
We believe that pupils in the school:- 

 
·  Have the right to attain the highest possible standard of education, health and 

development and have the right to be protected from ill treatment and neglect. 
·  Have their needs met in a manner which pays due regard to their religious 

persuasion, racial origin, linguistic or cultural background. 
 
7.2 Policy Statement 
 
Llantwit Major School endorses the UN Convention on The Rights of the Child and 
accepts the three key principles:- 

 
·  that all the Convention Rights must be available to children without 

discrimination. 
·  that the best interests of the child must be a primary consideration. 
·  that children’s views must be taken into account in all matters concerning 

them. 
 

7.3 Definition – 
 
‘Bullying is conduct/behaviour? Intended to cause hurt, either physical or 
physiological, which is unprovoked and which continues over time and where 
the victim feels an imbalance of power between him/herself and the bully(ies)’ 
 

7.4 The Nature of Bullying – Some examples: 
 
a) Gestures:  A non verbal message made by the bully towards the victim.  This 

can take place anywhere, even in the classroom and at times in front of the 
teacher: 

b) Verbal : For example – name calling, abusive comments, insulting someone’s 
appearance or ability, telling nasty stories, sexual harassment, homophobic or 
racial abuse. 

c) Physical: Ranges from pushing to serious assault and may include the 
breaking or hiding of the victim’s possessions.  Damage to property, 
inappropriate physical contact. 

d) Extortion:  Within the confines of any school there are considerable 
opportunities for this type of bullying to occur when, for example, money is 
demanded from the victim and secrecy is maintained under threat. 

e) Exclusion :  Social exclusion is a very painful experience as it is often action 
taken by the victim’s one-time friends. 

f) Cyber bullying:  e.g. text messaging, e-mail, MSN 
 
The above list is not exhaustive. 
 
Bullying affects everyone: not just the bullies and victims.  It also affects those other 
children who may witness violence and aggression and the distress of the victim. 
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7.5 Effects of Bullying 
 
It can manifest itself as:- 
 

·  Depression 
·  Low self esteem 
·  Shyness 
·  Poor academic achievement  
·  Truancy – lateness  
·  Isolation 
·  Threatened or attempted suicide 

 
This list above is not definitive. 
 
7.6  School Commitment 
 
Llantwit Major School is committed to the principles of education for all. 
 
Llantwit Major School will endeavour to ensure that 
 

a. all pupils have an equal right to develop and achieve their full potential 
throughout their school life free fro humiliation, oppression and abuse. 

b. All pupils are of equal worth and the school ethos will foster attitudes and 
relationships which promote an understanding of others. 

c. Awareness of bullying issues is raised in order that the school and pupils 
may:- 

·  Understand bullying 
·  Prevent bullying 
·  Identifying bullying 
·  Manage incidents of bullying 
·  Support victims 
·  Work with bullies 

 
7.7  Anti-bullying Charter 
 
Llantwit Major School will adhere to its anti-bullying charter which is published in its 
handbooks and is displayed in prominent positions throughout the school. 
 

·  We will not tolerate bullying 
·  Bullying will be dealt with seriously 
·  When we report bullying, staff will give us a fair hearing 
·  We have the right to travel to and from school without being bullied 
·  We will not put others down 
·  We will not judge others by appearance alone 
·  We will accept others regardless of race, culture, religion or disability 
·  We are a telling school – bullying is too important not to report 

 
7.8 Llantwit Major School will involve pupils through:- 
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·  The CHIPS (Childline in Partnerships with Schools) project involving peer 

group counselling and support 
·  The School Council 
·  Discussion groups within Form Tutor Periods, PSE, RE, English and subject 

area where the issue arises. 
·  We wish to foster the idea that we are a “Telling School”. No incident of 

bullying should go unreported as failing to report incidents of bullying is both 
to condone and encourage it. 

 
7.9 Dealing with bullying:  The School’s Response 
 
All reported incidents must be recorded 

 
·  Staff on duty at break and at lunchtime should ensure that all accessible areas of 

the school are patrolled. Vigilance should also be maintained between lessons and 
at the end of the day. 

·  Members of staff should watch for early signs of distress in pupils – deterioration 
of work, spurious illness, erratic attendance, isolation.  In addition pupils who 
have their clothes or books damaged or go missing; or who have unexplained 
bruises, scratches or cuts should be monitored.  These features might be 
symptomatic of other problems but may be the early signs of bullying. 

·  When approached by a victim of bullying members of staff must listen carefully 
and indicate to the pupil that the matter is being treated seriously. 

·  Members of staff should take time to make the situation safe, if necessary i.e. 
control of the bully and support for the victim. 

·  Staff must record the matter and take appropriate action and then pass on the 
information as soon as possible but preferably the same day to the relevant 
Assistant Head of School via the PPSO’s.  (Specimen shown in Appendix 8) 

·  The bully should be seen separately and also required to record the events in 
writing. 

 
Both the victim and bully should realise 

i) the school takes bullying seriously; 
ii)  a record will be kept of the incident by the PPSO’s/Assistant Head of 

School for a specified period of time; 
iii)  conciliation using restorative approaches between those involved is 

essential to the extent that at least both parties are able to do their work 
and enjoy their leisure time without fear or threats; 

iv) the bully should be encouraged to see the victim’s point of view; 
v) any sanctions will be directed at “behaviour” not the pupil.  Explain 

clearly the punishment and why it is being given; 
vi) the situation will be monitored and reviewed at a later date.  The 

relevant form tutor(s) should be informed so that they can also monitor 
the situation. 

 
·  If the situation demands, parents will be made aware of what has happened and be 

told of the action being taken by the school.  In the more serious cases it will be 
necessary to discuss the incident and the matters raised with parents/guardians in 
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school.  This meeting will be with either/and the PPSO’s, Assistant Head of 
School or Senior Member of Staff.  A record will be kept of such a meeting and 
filed. 

·  The families of the victim and bully will receive the school’s pack on bullying 
which includes strategies as part of the restorative approach. 

·  Sanctions available are those that exist within the school’s disciplinary policy. 
·  Members of staff should deal with the bully firmly but not in a repressive or 

overbearing manner and along the restorative justice approach where possible. 
·  Duty staff should be informed of particular areas of the school which are 

vulnerably to the exploits of bullies.  Monitor the situation by discussions with 
victim and bully to ensure there has been no repetition. 

 
7.10 Monitoring and Evaluation of the Policy Statement 
 

·  Through feedback from pupils via the School Council, PSE discussions, 
Form Tutor Discussions  

·  Through pupil questionnaires 
·  Through number of recorded incidents of bullying 
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8.   ATTENDANCE 
 
8.1 
Policy Statement 
 
The school's primary aim is to develop a creative association amongst pupils, staff, 
parents and the local community so that all pupils can achieve the highest possible 
standards in academic, personal and social life.  
 
8.3 
Pupil’s attendance at schools is a basic requirement for the achievement of this goal.  
The school will therefore work to achieve the highest possible rate of attendance by 
its pupils.  
 
8.4 
To achieve this the School will: - 
 
 

·  Offer rewards in the form of certificates and points to students who meet with 
declared attendance criteria.  

 
·  Communicate with parents pointing out the importance of attendance and 

requesting that family holidays be taken during school holidays.  
 

·  Issue with academic reports to parents a full statement of attendance with an 
accompanying explanation of codes used. Parents will have the opportunity to 
authorise any outstanding unexplained absences. 

 
·  Randomly check students form attendance during year assemblies and praise 

good attendance 
 

·  Ensure that every attendance is explained by the use of follow up procedures 
when an absence remains unauthorised for more than a month.  

 
·  Internal truancy is checked every lesson by the Attendance Officer. 

 
·  Targeting Years 7-11 with first day absence telephone calls/text if on mobile. 

 
·  Work with the Educational Welfare Officer to monitor attendance. 

 
·  Maintain the use of a pass system to enable the community to know if a 

student is authorised to be out of school. 
 

·  Work closely with outside agencies on any attendance related issues and 
initiatives                                                                                                        
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9. PERSISTENT MISBEHAVIOUR OF A SERIOUS NATURE 
       9.1 
 Pupils who continuously misbehave and show flagrant disregard for the Code of 

Conduct and / or school rules will appear with their parents before a school 
disciplinary panel which will consist of one SMT Members, and one Governor, 
teacher governors and staff governors may sit on this panel.        

      
 9.2 

A full report on the pupil will be circulated before the meeting. The outcome will be 
documented and a copy sent to parents, the Chair of Governors and the L.E.A. 

 Staff will also be informed of the outcome. 
  
      9.3 
 Pupils who display ongoing emotional / behavioural difficulties will be referred to the 

Special Education Department. Students will be monitored and internal intervention 
programmes set up with Inclusion Officer and/or placement on the SEN register as 
appropriate at the relevant stage. Where it is deemed necessary the services of an 
Educational Psychologist will be requested to assess the pupil further. The report of 
the Psychologist will make recommendations as to how the school can be supported 
by the L.E.A. and what should be included in the Individual Education and Behaviour 
Plan for that Pupil. 

        
      9.4 
      Individual Education / Behaviour Plans will be used in conjunction with parental 

consultation. At Key Stage 4, they may include the use of: 
·  Part time school, part monitored work experience. 
·  Full time monitored work experience. 
·  The use of a Training Provider via the Youth Access Scheme. 
·  School/College links 

 
10. USE OF REASONABLE FORCE TO CONTROL OR RESTRAIN A                                  
CHILD 
                               

 10.1 
Under Section 550A of the Education Act 1996 teaching and non-teaching staff 
authorised by the Headteacher have the right to use reasonable force to control or 
restrain pupils. 

  
      10.2 
 Before physical restraint is used, strategies other than physical restraint will be 

employed to defuse and calm a situation. 
 
      

10.3 
All members of staff at Llantwit Major School have the right to use reasonable force 
to restrain a pupil in order to prevent that pupil: 
 

·  Committing an offence. 
·  Causing personal injury or damage to property. 
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·  Engaging in behaviour prejudicial to good order and discipline at the school or 
amongst its pupils. 

10.4 
The Headteacher has a full list of school staff.  
 
10.5 
The use of force will only be regarded as reasonable when the circumstances warrant 
it. 
 
10.6 
The degree of force employed will be in proportion to the circumstances of the 
incident and the seriousness of the behaviour or the consequences it is intended to 
prevent. 
 
10.7 
The degree that could be reasonably employed will depend on the age, understanding 
physical maturity and sex of the pupil. 
 
10.8 
Members of staff will be trained in the use of reasonable force. 
 
10.9 
Strategies other than physical intervention should be attempted before the use of 
physical intervention. 
 
10.10 
Strategies in dealing with a pupil who is likely to behave in such a way that may 
require physical restraint will be planned in advance (involving staff and parents, 
actions that may be taken will be documented) 
 
 
10.11 
Physical restraint should not be in the form of: 

·  Holding a pupil around the neck or by the collar, or any other way which may 
restrict breathing. 

·  Slap, kick, punch or strike a pupil with an object. 
·  Twist or force a limb against a joint. 
·  Trip up a pupil. 
·  Hold a pupil by the hair. 
·  Hold or touch a pupil in any way that may be considered indecent. 

 
 
10.12 
During the restraint, the member of staff will adopt a calm and measured approach. 
 
10.13 
Any incident where physical restraint has been used will be reported to the 
Headteacher immediately after the incident. 
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10.14 
Parents will be informed as soon as possible of the incident. 
 
10.15 
The member of staff involved will provide a written report of the incident using a 
standardised report form. This will then be kept by the Headteacher in a designated 
file. 
 
10.16 
If deemed necessary the Headteacher will inform the L.E.A. of the incident. 
 
10.17 
The member of staff involved will be de-briefed by a member of the S.M.T. within 
two days of the incident. 

  
11. EXCLUSION (FIXED TERM) 
 
11.1 
A pupil will be excluded only as a result of serious difficulties which have arisen at 
school.  
 
The school will follow procedures as laid out in the National Assembly for Wales 
Circular No: 1/2004 (Reviewed Sept 04) 
 
11.2 
Only the Headteacher has the right to exclude a pupil. 
 
11.3 
The Headteacher can issue a fixed term exclusion to a pupil for up to 45 days in a 
year. 
 
 
11.4 
When the exclusion of a child is imminent the Headteacher, Leader of Learning or 
PPSO, if possible, contact the parent immediately by telephone informing them of the 
impending exclusion. 
 
11.5 
If necessary the child will be isolated from his peers until he/she leaves the premises. 
 
 
 
11.6 
A letter will be sent to the pupil and parent of pupils in Years 7 - 11 by the 
Headteacher notifying them of the exclusion. The content of the letter will include: 

·  The reason for the exclusion 
·  The number of days the child is excluded from school. 
·  The contact person at the school with whom an appointment should be made 

to discuss the problem. 
·  Procedure for the setting and marking of work during the exclusion period. 



���������	
����
���������������������
��
��
	�����
 ���������

·  The right of access to pupil files. 
·  The right to the services of an Education welfare Officer. 
·  The right to make representations to both the Governing Body and the L.E.A. 
·  The telephone number of the Advisory Centre for Education (ACE) helpline. 

 
11.7 
The school will use one of four standard letters 
·  Fixed term – less than six days where a public exam is not missed. 
·  Fixed term – for period of six to fifteen school days, or where cumulative 

exclusions fall in this range, or where a public exam is missed. 
·  Fixed term – for a period of 16 school days or more, or where cumulative 

exclusions in the same term are sixteen days or more. 
·  Permanent exclusion. 
 
Copies of all standard letters used for exclusion are kept in the school office. 
 
11.8 

      Copies of the letter will be sent to the L.E.A. and the Chair of Governors. 
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      12 GOVERNING BODY DISCIPLINARY COMMITTEE 

 
12.1 

     The Governing Body will elect a School Discipline Committee made up of three 
governors not including the Headteacher. They will also appoint a clerk. 

     The committee will meet if requested by parents or pupil to consider exclusions up to 
fifteen school days. 

      The committee will automatically meet to consider exclusions of sixteen days or more 
or a permanent exclusion.  

 
       12.2 

Should a parent wish to meet with the Governing body the meeting will be called at a 
time and place convenient to the parent.  
12.3 
Those present at the meeting will include: 

·  At least three Governors who have had no previous involvement with the    
exclusion. One of the Governors will chair the meeting. 

·  A Clerk 
·  The Headteacher and or his/her representative. 
·  The Parent, and if requested, the child. 
·  If the parent so wishes a friend may be invited. 
·  Representatives from outside agencies who may have been involved with the 

child. 
·  An L.E.A. representative.    

 
 
12.4 
The meeting will be conducted in accordance with L.E.A. guidelines. 
 
12.5 
The Governing Body has the right to reinstate a pupil who has been excluded for 
more than five days or where the pupil may loose the opportunity to sit a public 
examination. 
 
12.6 
The Governors will in the case of an exclusion of more than five days meet to decide 
either to recommend reinstatement or uphold the exclusion.  
 
12.7 
The Headteacher may extend the period of fixed term exclusion for a further period of 
not more that 45 days in total in any one year. In very exceptional circumstances the 
Headteacher in consultation with the Chair of Governors may replace the fixed term 
exclusion with one which is permanent. Parents will be informed immediately of this 
decision. 
 
 
 
 
 



���������	
����
���������������������
��
��
	�����
 ���������

13. EXCLUSION (PERMANENT)  
 
13.1 
The school works towards the principle of avoiding permanent exclusion. 
 
13.2 
A pupil will be excluded only as a result of extreme difficulties that have arisen at 
school.  
 
13.3 
Only the Headteacher has the right to exclude a pupil. 
 
13.4 
When the exclusion of a child is imminent the Headteacher or member of the Pastoral 
Team will, if possible, contact the parent immediately by telephone informing them of 
the impending exclusion. 
 
13.5 
The child will be isolated from his peers until he/she leaves the premises. 
 
13.6 
A letter will be sent to the pupil and parent by the Headteacher stating 

·  The reason for the exclusion 
·  There will be a meeting of the Governing Body within 15 days of the 

exclusion . 
·  Procedure for the setting and marking of work until the pupil is admitted into 

another school or the time allowed for making an appeal has elapsed, 
whichever is the sooner. 

·  The right of access to pupil files. 
·  The right to the services of an Education welfare Officer. 
·  The right to make representations to both the Governing Body and the L.E.A. 

 
      13.7 
     Copies of this letter will be sent to the L.E.A. and the Chair of Governors. 

 
13.8 
The Governing Body has a duty to consider any permanent exclusion imposed by the 
Headteacher within 15 school days from the date of the exclusion. This is to consider 
whether the permanent exclusion should be upheld or the pupil reinstated.  
 
13.9 
 Pupil and parents will be notified of the meeting and told of their right to make verbal 
or written representations. 
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13.10 
Those present at the meeting will include: 

·  At least 3 Governors who have had no previous involvement with the 
exclusion. One of the Governors will chair the meeting. 

·  The Headteacher or his/her representative. 
·  The Parent. 
·  If the parent so wishes, then the child and/or a friend may be invited. 
·  Representatives from outside agencies who may have been involved with the 

child. 
·  An L.E.A. representative if deemed appropriate.    

  
13.11 
The meeting will be conducted in accordance with L.E.A. guidelines, a copy of which 
is attached to this document. 
 
13.12 
All relevant parties will be provided with a full written Exclusion Report the format of 
which is attached to this document. 
 
13.13 
Parents will be notified of the decision of the meeting verbally at the end of the 
meeting. 
 
13.14 
 The L.E.A. and parents will be notified in writing within 24 hours of that decision 
being made. 
 
13.16 
A permanent exclusion has to be confirmed by the Governors and L.E.A. 
 

      14. RE-INTEGRATION OF PUPILS TO MAIN STREAM E DUCATION 
FOLLOWING A PERMANENT EXCLUSION FROM ANOTHER SCHOOL  
OR FROM A P.R.U. 

       
      14.1 
 It is the policy of the school to re-integrate pupils onto mainstream education where 

ever possible. It is not possible where numbers in a year group exceed the standard 
intake number for that year. It is not feasible to admit pupils into Key Stage 4 after 
initial coursework deadlines have past, and end of module examinations sat in Year 
11, unless pupils have met the criteria for the chosen course. 

 
 
      14.2 

Should an admission be sought: 
·  The Headteacher will be informed at the earliest indication of such an 

admission. 
·  The Chair of Governors will be informed of the possibility of the admission. 
·  A meeting will be set up with interested parties including Pupil Support 

Services to discuss a possible format of re-integration. 
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·  The discipline policy of the school will be clarified with the pupil, parents and 
other interested parties. 

·  A contract of commitment will be drawn up and signed, together with the 
Home School Agreement. 

·  Staff will be informed.   
····  A review date will be agreed. 
·  If the re-integration is successful then pupil will be taken on roll. 
 
15 OUTSIDE AGENCY SUPPORT. 

 
      15.1 

The school will continue to develop the strong links it has established with outside 
agencies such as the Police, Social Services, Children First, and CAHMS and will 
continue to work with them (both in and outside school) to maintain an orderly 
community.  
The implementation of this policy will enable us to provide a well disciplined 
society and a calm atmosphere conducive to learning. 

   
      16 OTHER RELEVANT POLICIES 
        
      16.1 
       Copies of the policies relating to 
 
 Ethnic Diversity and Racial Awareness 
 Equal Opportunities. 
 Substance misuse. 

 
        Are available in school. 

 
17 SUMMARY DOCUMENT 
 
17.1 
Each year the Headteacher will publish a summary of the School Discipline 
Policy. This will be available to parents on the school website.  
 
 
The Governors will review this policy annually in the Autumn Term. 
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YSGOL LLANILLTUD FAWR 
LLANTWIT MAJOR SCHOOL 

 
DISCIPLINE POLICY 

 
SUMMARY 

 
Aims 
  
To implement uniformly, a whole school behaviour policy supported by the whole 
school community, parents, teachers, pupils and governors, based on a sense of 
community and shared values. Pupils are encouraged to behave in a respectful 
manner. 
 
1. Code of Conduct 
 
The aim of the code is to ensure that positive attitudes are recognised, encouraged and 
rewarded very publicly. Pupils are actively encouraged to know that they will be 
rewarded for good behaviour, good effort, good attendance and for taking part in 
activities. 
The full Code of Conduct together with a list of rewards, sanctions together with basic 
classroom rules is contained within the LISOL behaviour system.  Classroom rules 
are displayed in all classrooms – See Appendix 1, 2, 3. 
 
2. Parents 
 
Parents are asked to engage themselves in an active partnership with the school by 
joining us in the Home School Agreement. 
 
3. Detentions 
 
Under Section 550B of the Education Act 1996 as inserted into the Education Act 
1997 the school has a clear legal authority to detain pupils on disciplinary grounds. 
The school imposes detentions, which are reasonable and proportionate to the offence. 
In the case of after school detentions parents are notified in advance of the detention. 
 
4.  Persistent misbehaviour of a serious nature  
 
Where a pupil shows a flagrant disregard for the Code of conduct and or School Rules 
appropriate action will be taken. This will include parental involvement. Action to be 
taken may include: 
Behaviour Contracts. 
Pupil being placed ‘On Report’  
Involvement of the Pupil Support Service. 
Behaviour Support Intervention. 
Governing Body Disciplinary Panel. 
The use of an Alternative Curriculum Programme. 
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5. Use of reasonable force to restrain a pupil. 
 
Under Section 550A of the Education Act 1996 teaching and non-teaching staff have 
the right to use reasonable force to control or restrain pupils in order to prevent that 
pupil: 
Committing an offence. 
Causing personal injury or damage to property. 
Engaging in behaviour prejudicial to good order and discipline at the school or 
amongst its pupils. 
 
Any incident whereby physical restraint has been used will be reported to parents. 
 
Physical restraint will only be used under extreme circumstances. 
 
6.  Exclusion. 
 
Exclusion will only be used as a result of serious difficulties which have arisen at 
school. 
 
Fixed term exclusion imposed by the Headteacher can be for a period of up to 45 days 
in a year. When the exclusion is over 5 days duration then parents are invited to a 
meeting of the Discipline Committee of the Governing Body. In other cases parents 
will be informed of their right to appeal. Work will always be set for an excluded 
pupil. 
 
The school works towards the principle of avoiding permanent exclusion. 
 
A pupil will be excluded permanently only as a result of extreme difficulties that have 
arisen at school. 
 
7.  Outside Agency Support.   
 
The school will continue to work with other bodies such as Social Services and the 
Police to ensure an orderly community. 
 
A copy of the full Discipline Policy is available on the school website. 
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The Referral Process: Awarding/Removal of Points 
 

 
 

Pupils’ Rights  
 
All pupils have the right to: 
 
expect a positive learning environment in which 
effort & achievement are recognised & rewarded 
 
be taught without the interruption from 
inappropriate or disruptive behaviour  
 
know the rewards & sanctions which result from 
different actions 

 
 

Teachers’ Rights 
 
All teachers have the right to: 
 
create a safe teaching & learning environment for 
all  
 
expect appropriate behaviour & encourage 
positive & social educational development 
 
expect support from parents, senior management 
& governors in promoting a positive environment 

Everyone’s Responsibility 
 
To follow a system which applies: 
 
rewards for pupils who display positive behaviour, adhere to the rules and achieve what is expected 
 
consequences & sanctions for those who fail to  adhere to the agreed limits 
 
respect for all members of the school community 
 
 
 
 

 
Please see AP 1 – Llantwit Major School Expectations – General Rules 
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The successful implementation and outcome of the plan depends 
upon all staff applying consistently and fairly the rewards and 
sanctions as outlined below: 
 
Awarding Points 

 
1 or 2 points (maximum of 2 points) may be rewarded for any one positive action.  
 
If it is felt that a positive action is worthy of more than  2 points then a Positive Praise Postcard should 
be completed and referred to HOD, AHoS, SMT as indicated in the referral diagram/LISOL System. 
(AP7) 
 
Points may be awarded for general help and other deeds worthy of reward by all members of  both 
teaching and support staff. 
 
In cases of excellent work/behaviour Praise Postcards can be issued (see appendix 7) these can then be 
issued by any member of staff and must be passed on to the appropriate Line Manager. 
 

Removal of Points 
 
Consider the severity of the offence then take the action at the level appropriate as outlined in the 
referral process and in the LISOL System. 
 
1 or 2 points (no more than 2) may be deducted for any one negative action. Any negative action which 
necessitates further action or more points deducted must be referred to HOD, LoL, SMT as indicated in 
the LISOL System. (See Ap 3) 
 

 
 
 
 

�
�
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All referrals  to PPSO’s must be made through the Leader of Learning 
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AP2 
 

GENERAL RULES & GUIDANCE 
 

1. Staff to meet and greet students in a deliberately positive manner.  All students to line up outside classrooms 
prior to entering.  Insist on straight lines, all students facing the front.  Use this opportunity to check and praise 
uniform.  Be persistent, this line up procedure will get easier as students get used to it.  Be positive, praise 
students for following procedure.  Aim for improvements over time, not perfection. 

 
2. Let students into the room in small groups, e.g. the first 5, then the next 5 and so on.  In this way you can 

ensure that those entering the room are calm and getting equipment out, as required and requested, whilst still 
supervising those students lined up outside.  Each group of 5 enter a calm room where students are actively 
following your clear instructions.  Where possible, deliberately praise students for the way in which they 
successfully followed your instructions. 

 
3. The aim is to have a calm and positive start to the lesson so use line up time to remind students to get 

equipment out (e.g. “pen, ruler, planner out please and all bags on the floor, standing behind your chairs.  
Thank you.”)  An A4/A3 poster visible at the door can be used to remind students of the entry procedures as 
they arrive and to demonstrate that you are fair, consistent and following school rules.  In this way no pupil can 
accuse you of being deliberately awkward or overly demanding. 

 
4. All classes MUST have seating plans.  Copies of these seating plans should be made and given to HODs.  

Boy/girl seating plans are an option.  Alphabetical seating plans are also an option.  The latter option should 
relate directly to the register and help you learn names quickly.  The same plan can be used even if classes 
change rooms.  Especially in the foundation phase, make a very deliberate check to ensure that your seating 
has been adhered to.  Some pupils will try to change seats without permission.  Some will say “Mr X doesn’t 
make us seat in a plan!”  Be persistent in your plan explaining that it is the teacher’s prerogative and the plan is 
to make best use of learning time.  Stress that seating plans are part of the whole school rules that all teachers 
must apply. In this way we all support colleagues. 

 
5. Students stand behind chairs when entering classroom until they are instructed to sit down.  Please clearly 

remind students as they enter the room that they should be getting out relevant equipment as they enter the 
room and stand in their position in the plan.  Deliberately praise the way they have done this. 

 
6. Deliberately check for correct equipment near the beginning of all lessons, e.g. “back row can you hold up 

your pen, rules and planner please!  Great!  Thanks very much!  This row – pen, ruler, planner in the air please.  
Great!” and so on.  Praise the group for, in the main bringing equipment.  When students do not have 
equipment allow them to borrow equipment, reminding them to give it back to you and that next time you want 
them to bring the necessary equipment.  The aim is to have a quick, calm, positive start without excuses for 
being off task without confrontation. 

 
 

 
7. All classrooms should have a box of basic equipment to hand for pupils to borrow.  If classrooms are in rows 

or table groupings select monitors who will remind you of what equipment has been borrowed. It can be 
helpful to attach a sticky label to any equipment you intend to loan to students.  Please keep checking regularly 
to ensure that you have an adequate stock as stocks will inevitably run down over the year.  A stock of 30 pens, 
pencils and rulers for each classroom, at the beginning of the year, is advised. 

 
8. Registration to be completed within 15 minutes of students arriving to lessons.  Insist that students reply 

politely and audibly to the calling of their name.  It can be beneficial to ask pupils to reply by giving a key 
word from a previous lesson or a specific topic. 

 
9. No chairs or tables in any corridor. 

 
10. Only one student to be outside of a classroom at any on time for a maximum of 5 minutes cooling off period.  

Where you anticipate a potential problem with a class/pupil, pre arrange with a colleague(s) that you can 
“park” the pupil with them if necessary.  This is not the strategy of first resort but it does mean that a disruptive 
pupil can be removed and still have supervision.  You need to follow this up and ensure that further action is 
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taken to help prevent the needs for pupil removal next time.  If a pupil becomes severely disruptive during the 
lesson after using the strategies listed above then call patrol on ‘200’. 

 
11. Staff and pupils to spend one minute at end of lesson tidying classrooms.  Make this a routine in every lesson, 

deliberately be seen to pick up litter yourself/tidy desks/chairs.  Praise pupils for their help.  Deliberately 
model the behaviour you want to see. 

 
12. Staff to stand by the door at the end of the lesson to ensure an orderly exit.  Dismiss groups row by row/desk 

by desk/in groups of 5.  Direct students down the corridor as they leave your classroom. 
 

13. Plan your exit routine to allow for all equipment to be collected in an orderly manner (the manner in which you 
want this to be done will have to be deliberately taught to students);  ensure there is time to tidy the classroom, 
straighten desks, put chairs away etc; allow time for a meaningful plenary where students demonstrate their 
progress in the lesson; ensure pupils are standing behind their chairs and ready for the bell to go;  make time to 
praise their performance in the lesson in terms of achievement and behaviour, make the praise specific;  insist 
on silence before you start dismissing students – desk by desk, row by row.  Make it clear when/if you are 
allowing pupils to put jackets/hoodies on.  This entire procedure, including plenary will take between 5 and 10 
minutes.
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AP4 
 

10 Quick Steps to Assertive Discipline 
 

1. Look for a ‘smart start’ – Avoid focusing on negative issues to begin with e.g. pupil forgets book/equipment – 
praise those with, see pupil(s) quietly and privately when appropriate to explain desired learning behaviour. 

 
2. Use the ‘Look’ to gain attention/stop unwanted behaviour. 

 
3. Use physical proximity & proximity praise – Praise good habits/work/ practice verbally/formally regularly 

 
4. Mention student’s name. 

 
5. Use ‘moving in’ technique. 

 
6. Refocus an argumentative conversation. 

 
7. Circulate the classroom. 

 
8. Develop the 6 step guide to assertive discipline:  (see enclosed) 

Summarise, State, Describe 
Sympathise, Specify, Decide 

 
9. Remind pupil of rule and point out that it is his/her choice whether further action / consequences will follow. 

 
10. Avoid shouting except to gain initial attention, avoid personal insult at all times, aim to avoid a public ‘telling 

off’ by either having a quiet word inside or outside the classroom. 



���������	
����
������������������
��
��
	�����
��� ������
���������������	��

 39

 
AP5 

 

Patrol Duty  
 

·  Generally patrol site, call into classrooms to promote positive behaviour, effort & achievement, support 
classroom teachers. 

 
·  Where a student has been placed outside of the room for 5’minute cool off: 

 
·  Discuss incident with pupil using assertive discipline to remind them of the desired learning behaviour; 
·  Discuss briefly with classroom teacher in order to reintegrate; 
·  Remind student and teacher that you will aim to call back in approximately 10 minutes.  To check 

progress; 
·  Record details on record sheet. 

 
·  When called to the classroom by radio (teacher 200 call): 

 
·  Ascertain the severity of the incident; 
·  Where possible aim to reprimand pupil and reintegrate; 
·  It may be necessary to remove the pupil temporarily to cool off with you for 5 minutes before taking back 

to class; 
·  Record details on record sheet.  Completion of LISOL incident report should be completed by classroom 

teacher.  Judgement should be reserved – remember it is not always necessary to ‘punish’ with detention 
etc.  Sometimes a firm warning/reprimand may be an acceptable sanction to ensure reintegration/resolve 
the issue as soon as possible. 

 
·  Where integration is inappropriate, the pupil should be taken to the Isolation Room/ LoL.  If taken to the 

Isolation Room the Patrol Officer should record all details on the record sheet and inform the LoL at the end of 
the lesson.  At the end of each day the Patrol Officer should photocopy the record sheet and leave 3 copies in 
the Student Support Centre to be collected by the LoL (Miss Williams, Miss Rees or Mr Patterson). 

 
 

Isolation Room 
 
The Isolation Room is staffed by teaching staff.  Only the Leaders of Learning (Miss Williams, Miss Rees, Mr Patterson 
and Mrs Winstone-Cooper) and Mr Richard Burgum, Leader of Student Support and SMT can place students into the 
Isolation Room.  This is used in severe cases of misbehaviour and used prior to exclusion. 
 
*Please see Isolation Rule Sheet. (AP6) 
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AP6 
 

ISOLATION ROOM  
 

Staff Instructions 
 

1. Please complete the staff ‘signing-in’ form. 
 

2. Please complete the Isolation Room Attendance Sheet.  
List all student names who are in the Isolation Room and 
comment on their attitude/behaviour for the lesson you are 
with them.  Please initial the sheet. 

 
3. Ensure students are provided with a work pack and work 

in SILENCE  
 

4. Phone Lynne Coates (Attendance Officer) in the Main 
Office to let her know which students are in isolation. 

 
5. Please escort students to the Student Support Centre at the 

end of lesson 2 and lesson 4.  Students will spend their 
form time, break time and lunchtime in the Support 
Centre. 

 
6. If any student fails to stick to these rules, phone for patrol 

and the student will be in serious trouble! 
 
7. Please check desks for graffiti at the end of each lesson.  If 

there is any please report to Mrs Greville. 
 
Thank you 
 
F K Greville 
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AP7 
 

 
 

+Positive Referral Postcard 
 

Name of Pupil:…………………………………………Form:…………….Date…………….. 
 
Subject:………………………………………..Reason…………………………………………. 
 
……………………………………………………………………………………………………... 
 
Referred to    Name   Outcome 
 
Head of Department   
Leader of Learning   
Senior Member of Staff   
Governors   
 
 
Signed………………………………………….. Date………………………. 
 
 

 
 

+Positive Referral Postcard 
 

Name of Pupil:…………………………………………Form:…………….Date…………….. 
 
Subject:………………………………………..Reason…………………………………………. 
 
……………………………………………………………………………………………………... 
 
Referred to    Name   Outcome 
 
Head of Department   
Leader of Learning   
Senior Member of Staff   
Governors   
 
 
Signed………………………………………….. Date………………………. 
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AP8 

 

Bullying Record 
 

Day:   Date:   Time: 
 
Place: 
 
Names of pupils 
involved 

Year/Form Role: 
Ringleader, witness, assistant, bystander, 
victim 

 
 

  

   
 

 
 

  

   
 

 
 

  

 
Details of Incident 
 
 
 
 
Frequency 
 
Once or twice  ��� �                      Persistent for more than a term  ��� �  
 
Several times this half term  ��� �  
 
Action Taken 
 
Agreed action between pupils 
 
Completed by:                                                  Date: 
 
Competed by:                                                   Date: 
 
 
 


