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Exclusions Policy 
 
POLICY STATEMENT - INTRODUCTION  
1.  SCOPE.   
This policy contains guidelines, which will be adapted as necessary, explaining the circumstances under 
which a pupil may be excluded from a Francis Holland School, or required to leave permanently for 
misconduct or other reasons.  The policy applies to all pupils in a Francis Holland School whether or not in 
the care of the School (at the time of the alleged misconduct) but does not cover cases when a pupil has to 
leave because of ill-health, non-payment of fees, or withdrawal by her parents.  
 
2. DEFINITIONS. 
"Parent" includes one or both of the parents, any person who has parental responsibility and any person 
who has care of the child.  

“Internal Suspension” – when a pupil is isolated from peers within the school for a fixed period.  
“Suspension” – when a pupil is removed from the school for a fixed period.  
"Removal" – when a pupil has been required to permanently leave the school, but without the stigma of 
exclusion.   

“Exclusion” - when a pupil has been required to permanently leave the school. 
 
PURPOSE OF POLICY 
3. AIMS 
The aims of this policy are: 

• To ensure that pupils in school are safe and happy 

• To support the School's behaviour and discipline code of conduct.  

• To ensure procedural fairness and natural justice. 

• To promote co-operation between the School and parents when it is necessary for a pupil to leave earlier 
than expected.  

 
4. MISCONDUCT 
The main categories of misconduct, which may result in exclusion or removal, are: 

• Repeated truancy; 

• Cheating in school, or public examinations or examination coursework; 

• Supply/possession/use of certain drugs and solvents or their paraphernalia or substances intended to 
resemble them, and alcohol, vapes, e-cigarettes and tobacco; 

• Other criminal actions; 

• Theft, blackmail, physical violence, intimidation, racism, and persistent bullying including cyber-bullying; 

• Misconduct of a sexual nature (for example, supply and possession of pornography, image based sexual 
abuse) 

• Possession or use of unauthorised firearms or other weapons; 

• Vandalism and computer hacking; 

• Persistent attitudes or behaviour which are inconsistent with the School's aims and ethos; 

• Other serious misconduct towards a member of the Trust community or which brings the School into 
disrepute (single or repeated episodes) on or off Trust premises.   

 
While each case is viewed individually, it should be noted that the use or supply of illegal drugs is likely to 
lead immediately to expulsion. 
 
OTHER CIRCUMSTANCES   
A pupil may be required to leave if, after all appropriate consultation, the Head is satisfied that she has 
persistently failed to meet the required standard of effort in academic work and/or that it is not in the best 
interests of the pupil, or of the School, that she remains at the School.   
 
 
 
5. INVESTIGATION 
 



Investigation of a complaint or rumour about serious misconduct will normally be co-ordinated by the 
Deputy Head Pastoral (RP)/ Senior Deputy Head Pastoral (SSq)/ Senior Deputy Head (FHP) or the Heads of 
Year in the first instance and the outcome will be reported to the Head. 
 

• If a pupil is interviewed formally about a complaint, arrangements will be made for her to be 
accompanied by a second suitable adult present.  A pupil who is waiting to be interviewed may be 
supervised away from other students but will made as comfortable as possible, accompanied by a 
member of staff.  

• A pupil may be suspended and required to stay at home or with a guardian while a complaint is being 
investigated; alternatively, she may be internally suspended on the school premises. If a pupil is 
suspended and required to stay at home, the DSL/DDSLs will be consulted as to safeguarding 
considerations and the pupil’s welfare. 

• The school may decide to search a pupil and her belongings, if the school considers there is reasonable 
cause to do so.  For more detailed guidance, please refer to the school’s ‘Searches Policy’. 

• An investigation and any subsequent meeting will be conducted fairly and in a way which is appropriate 
to a school, without formal legal procedures.   

 
6. VERY SERIOUS BREACHES OF DISCIPLINE 
In the case of repeated and/or a one-off very serious misdemeanour the Head may apply the following 
sanctions, as they deem appropriate, after appropriate investigation and consultation: 

• Internal Suspension 

• Suspension  

• Requirement to leave 

• Exclusion 
 
The Head may at their discretion impose a sanction of suspension of up to one week.  Depending on 
circumstances, in the case of suspension the Head may or may not meet parents before suspension or on 
the return to school of their daughter. For a suspension of a longer periods the Head will consult with the 
Chairman of Governors or their representative.  
 
Requirement to Leave/ Exclusion: parents will be invited to meet with the Head before the imposition of the 
sanction, although the pupil may be suspended pending investigation and/or this meeting.   The Head will 
act in accordance with the procedure laid down by the Council for expulsion or requirement to leave and will 
consult with the Chairman of Governors or his/her representative before a final decision is made. 
 
6.1 DISCIPLINARY MEETING 
The Head may ask to meet the parents informally, with or without the pupil, for a preliminary discussion 
before the formal disciplinary meeting or a review meeting takes place.  In some cases, matters may be 
resolved at this stage. 
 
6.1.1 PREPARATION 
The Chairman of Council will be informed of the investigation.  Documents available at the disciplinary 
meeting with the Head will include: 

• A statement setting out the points of complaint against the pupil. 

• Written statements and notes of the evidence supporting the complaint, and any relevant 
correspondence. 

• The Investigation Report. 

• Relevant documents from the pupil's school file and any record of conduct available. 

• The relevant school policies and procedures.   
 

Where practicable the documents will be made available to the pupil and her parents before the meeting.  
 

6.1.2 PROCEEDINGS 
 
6.1.2.1 ATTENDANCE  
In the event of an exclusion, the pupil and her parents (if available) will be asked to attend the disciplinary 
meeting with the Head at which the circumstances of the complaint and the investigation will be explained.  
The pupil may also be accompanied by a member of staff of her choice.  The pupil and her parents will have 



an opportunity to state their side of the case.  Members of staff will be on hand to join the meeting if needed, 
and their statements will be disclosed but, in most cases, the anonymity of pupils will be preserved. 
 
There are potentially three distinct stages of a disciplinary meeting: 
 
6.1.2.2 THE COMPLAINT/S 
 
The Head will: 

• Consider all the relevant facts and evidence on the balance of probabilities, including whether the 
incident(s) leading to the breach of disciplinewere provoked. This will include statements made by and 
/ or on behalf of the pupil. 

• Appropriate reliance may be placed on hearsay evidence and any documents such as School Rules and 
work or attendance record that may be relevant to the factual basis of the complaint, but the Head will 
not normally refer to the pupil's disciplinary record at this stage. 

• Involve the DSL/DDSL in the review of any behaviour incidents that may lead to an exclusion. 

• Allow the pupil to give their version of events 

• Consider whether the pupil has special educational needs (SEND) 

• Consider whether the pupil is especially vulnerable (e.g. the pupil has a social worker, or is a looked-after 
child (LAC)) 

• Unless the Head considers that further investigation is needed, they will decide whether the complaint 
has been sufficiently proved.  The standard of proof shall be the civil standard, i.e. the balance of 
probabilities.   

• The Head will not reach their decision until they have heard from the pupil, and will inform the pupil of 
how their views were taken into account when making the decision. 

 
6.1.2.3 THE SANCTION  
If the complaint has been proved the Head will outline the range of disciplinary sanctions which they consider 
are open to them.  The Head will take into account any further statement which the pupil and/or others 
present on her behalf wish to make, taking into account any safeguarding needs or risks.  The pupil's 
disciplinary record will be taken into account.  Then, or at some later time within 24 hours, the Head will give 
their decision, with reasons.  If the Head decides that the pupil must leave permanently, the Head may then, 
or at some later stage, consult with the parents concerning the pupil's leaving status (see below). 
 
During the first 5 days of a suspension, achievable and accessible work will be set and marked for the pupil. 
Safeguarding checks on the pupil’s welfare during this time will be made by the DSL/DDSLs. 
 
6.1.2.4. DELAYED EFFECT   
A decision to exclude or remove a pupil shall take effect 72 hours after the decision was first communicated 
to a parent.  Until then, the pupil shall remain suspended and away from school premises.  If within 72 hours 
the parents have made a written application for a Governors' (Council) Review, the pupil shall remain 
suspended until the Review has taken place.  During the period of suspension, safeguarding checks will be 
made on the pupil’s welfare by the DSL/DDSLs. 
 
 
7. LEAVING STATUS 
 
7.1 EXPLANATION 
If a pupil is excluded or required to leave, her leaving status will be one of the following:  "excluded", 
"removed", or "withdrawn by parents". 
 
7.2 DETAIL 
Additional points of leaving status may include:   

• The form of letter which will be written to the parents and the form of announcement in the School that 
the pupil has left. 

• The form of reference which will be supplied for the pupil. 

• The entry which will be made on the school record and the pupil's status as a leaver. 

• Arrangements for transfer of any course and project work to the pupil, her parents, or another school. 

• Whether (if relevant) the pupil will be permitted to return to school premises to sit public examinations. 



• Whether (if relevant) the School can offer assistance in finding an alternative placement for the pupil.  

• Whether the pupil will be entitled to leavers' privileges. 

• Whether the pupil will be eligible for membership of the Association of Quondam or the Old Girls’ Society 
and if so from what date. 

• The conditions under which the pupil may re-enter school premises in the future. 

• Financial aspects: payment of any outstanding fees and extras; whether the deposit will be returned or 
credited; refund of prepaid fees.   

 

8  REQUIREMENT TO LEAVE AND EXCLUSION 
In the case of exclusion and requirement to leave, all outstanding fees up to and including the term of the 
sanction shall be payable.  However, parents will not be required to pay a term’s fees in lieu of notice.  
Provided all outstanding fees are paid, the School will make efforts to assist in placing the pupil in a new 
school.  However, any reference will necessarily include the reasons for a pupil’s departure from the Trust. 
 
9  REVIEW 
Parents are entitled to ask for a Council Review of a decision to exclude or require a pupil to leave.  The 
review procedures will be supplied to parents at the time of the original decision.  The Council Review is 
binding. For other sanctions: Parents and pupils may request the Head to review the imposition of other 
sanctions, but there is no right to a Council Review.  The Head’s decision is final. 
 
A pupil or her parents, if aggrieved at the Head’s decision, may make a written application for a Review by a 
panel of members of the Council.  The application must be received by the Clerk to the Council within 72 
hours of the decision being notified to a parent, or longer by agreement. 
 
9.1 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.  
 
9.2 REVIEW PANEL   
The Review will be undertaken by a three-member sub-committee of the Council.  The panel members will 
have no detailed previous knowledge of the case or of the pupil or parents and will not normally include the 
Chairman of Council.  Selection of the Review Panel will be made by the Clerk to the Council in consultation 
with the Chairman.  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.   
 
9.3 REVIEW MEETING 
The meeting will take place at the school premises, normally within 21 working days after the parents' 
application has been received.  A Review will not normally take place during school holidays.  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. During this time, the pupil remains suspended, away from school. 
 
9.4 ATTENDANCE 
Those present at the Review Meeting will normally be:  

• Members of the Review Panel and the Clerk to the Council or deputy. 

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

• 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.  The parents may be accompanied by a friend or relation but not a legal 
representative acting in that capacity.  The Clerk to the Council must be given 7 days’ notice if the friend 
or relation is legally qualified. 

 
9.5 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 proceedings will not 
be tape-recorded without the consent of both the Chairman and a parent and any tape-recording will be 
used only to assist the panel members in reaching their decision and formulating their reasons and will 
belong to the School.  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 Chairman who will conduct it so as to ensure that all those present have a reasonable 
opportunity of asking questions and making appropriate comment.  Everyone is expected to show courtesy, 
restraint, and good manners.  The Chairman may at her/his discretion adjourn or terminate the meeting.  If 
the meeting is terminated, the original decision will stand. 
 
The Panel will consider each of the questions raised by the pupil or her parents so far as relevant to: 

• Whether the facts of the case were sufficiently proved when the decision was taken to exclude or remove 
the pupil.  The civil standard of proof, namely, "the balance of probability" will apply; and 

• Whether the sanction was warranted, that is, whether it was proportionate to the breach of discipline 
or the other events which 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 Chairman at the time and ask the Clerk to note their 
dissatisfaction and the reasons for it.  
 
9.6 IDENTIFICATION 
If the Head considers it necessary in the interests of an individual or of the School that the identity of any 
person should be withheld, the Chairman may require that the name of that person and the reasons for 
withholding it be written down and shown to the Panel Members.  The Chairman at her/his discretion may 
direct that the person be identified, or not as the case may be.   
 
9.7 PUPIL’S CHARACTER 
Up to two members of the school staff may speak generally about the pupil's character, conduct, and 
achievements at the School if they are willing to do so.  
 
9.8 LEAVING STATUS 
If, having heard all parties, the Panel is minded to confirm the Head's earlier decision; it is open to the Panel, 
with agreement of the Head, the pupil and her parents to discuss the pupil's leaving status with a view to 
reaching agreement. 
 
9.9 DECISION 
When the Chairman decides that all issues have been sufficiently discussed and if by then there is no 
consensus, she/he may adjourn the meeting; alternatively the Chairman may ask those present to withdraw 
while the Panel considers its decision.  In the absence of a significant procedural irregularity, the decision of 
the Review Panel will be final.  It will be notified, with reasons, to the parents by the Chairman of the Review 
Panel or the Chairman of Council by letter or telephone within three working days of the meeting.  
 
10  COMPLAINTS 
Please see separate policies for complaints procedures.  
 
11.  REINTEGRATION STRATEGY 
Following suspension, or a cancelled suspension or exclusion, the school will put in place a strategy to help 
the pupil reintegrate successfully into school life and full-time education. 
The following measures may be implemented, as part of the strategy, to ensure a successful reintegration 
into school life for the pupil: 

• Maintaining regular contact during the suspension and welcoming the pupil back to school 

• Regular contact in school with a designated pastoral professional 

• Reviews with the pupil and parents to praise progress being made and raise and address any concerns 
at an early stage. 

The strategy will be regularly reviewed and adapted where necessary throughout the reintegration process 
in collaboration with the pupil, parents, and other relevant parties.  
 
The school will clearly explain the reintegration strategy to the pupil in a reintegration meeting before or on 
the pupil’s return to school. During the meeting the school will communicate to the pupil that they are 
getting a fresh start and that they are a valued member of the school community. 
 



 

EXCLUSIONS – SUMMARY FOR PUPILS 
 
POLICY ON EXCLUSION 
 
1 A pupil will not be expelled without grave cause.  The circumstances which may lead to exclusion (or 

required removal as an alternative to exclusion) include:  

• Repeated truancy 

• Cheating in school or in public examinations or examination coursework 

• Supply/possession/use of certain drugs and solvents or their paraphernalia or substances intended to 
resemble them, and alcohol and tobacco, vapes and e-cigarettes. 

• Other criminal actions 

• Theft, blackmail, physical violence, intimidation, racism, and persistent bullying including cyber-bullying 

• Offences of a sexual nature (for example, supply and possession of pornography, image based sexual 
abuse) 

• Possession or use of unauthorised firearms or other weapons; 

• Vandalism and computer hacking. 

• Persistent attitudes or behaviour which are inconsistent with the School's ethos, for example, bullying. 

• Other serious misconduct towards a member of the Trust community or which brings the School into 
disrepute (single or repeated episodes) on or off Trust premises. 

 
2 A pupil may be required to leave if, after appropriate consultation, the Head is satisfied that she has 

persistently failed to meet the required standard of effort in academic work and/or that it is not in the 
best interests of the pupil, or of the Trust, that she remains in school.  

 
3 A complaint, which could lead to a pupil being excluded or required to leave the School permanently will 

be investigated thoroughly and fairly.  The pupil will have an opportunity for the assistance of her parents 
and/or a teacher to state her side of the case and she would also have a right to ask for the decision to 
be reviewed by a panel of Governors. 

 
 
 


