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CHAPTER 1: INTRODUCTION
The code of behaviour is the set of programmes, practices and
procedures that together form the institute’s plan for helping students in
the college to behave well and learn well.The code of behaviour helps
the college community to promote the college ethos, relationships,
policies, procedures and practices that encourage good behaviour and
prevent unacceptable behaviour. The code of behaviour helps teachers,
other members of staff, students and parents to work together for a
happy, effective and safe college.
The code of behaviour enables college authorities to strike an
appropriate balance between their duty to maintain an effective learning
environment for all and their responsibility to students whose behaviour
presents a challenge to the teaching and learning process.
The Guidelines stated in this manual should be used for:
• Auditing an existing code of behaviour
• Regular review and updating of an existing code or
developing a code for the first time
• Promoting ongoing discussion and
		 behaviour and learning in the college.

reflection

about

Auditing an existing code of behaviour
As a first step in implementing these guidelines, the college can arrange
for an audit of the existing code of behaviour. The audit will enable the
college to identify how well their current code reflects good practice
and meets relevant obligations.
Reviewing an existing code of behaviour or developing a code for
the first time
Where the audit identifies aspects of the code that need to be reviewed,
the Principal should prioritise areas for review. The process of
developing or reviewing the code, and the content of behaviour policy
shouldtake full account of the good practice set out in the guidelines.
Promoting discussion and reflection
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One of the aims of the guidelines is to prompt discussion and reflection
among teachers and other staff, and dialogue between staff, students
and parents, about behaviour policy in the college. The guidelinescan
be used to provide briefings and to stimulate discussion and debate on
behaviour matters.
CHAPTER 2: PRINCIPLES UNDERPINNING AN EFFECTIVE
CODE OF BEHAVIOUR
There are some basic principles that underpin an effective code of
behaviour. When the code takes account of and is in keeping with these
principles, it is likely to be successful in achieving its goals.
These goals include:
• Creating a climate that encourages and reinforces good
behaviour
• Creating a positive and safe environment for teaching and
learning
• Encouraging students to take personal responsibility for their
learning and their behaviour
• Helping young people to mature into responsible participating
citizens
• Building positive relationships of mutual respect and mutual
support among students, staff and parents
• Ensuring that the institute’s high expectations for the
behaviour of all the members of the college community are
widely known and understood.
Basic principles providing clarity:
The code of behaviour describes the institute’s expectations about
how each member of the college community (students, staff and
parents) will help to make the college a good place for teaching
and learning.The code also describes how the college will respond
to behaviour that interrupts, diminishes or prevents teaching and
learning in the college.An effective code makes clear that an
orderly, harmonious college requires students to behave in accordance
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with that code.
Affirming that everyone’s behaviour matters:
The college climate and atmosphere are created by the actions
and behaviour of everyone in the college. The behaviour of the
adults in a student’s life, including parents and teachers, is a significant
influence on how a student acts.
Focusing on promoting good behaviour:
The code gives priority to promoting good behaviour. The tone
and emphasis of the code should be on setting high expectations
and affirming good behaviour.
Balancing needs:
The code makes clear that the educational needs of a student
whose behaviour are unacceptable will be balanced with the educational
needs of other students in the college.
Recognising that relationships are crucial:
The quality of relationships between teachers and students is a
powerful influence on behaviour in a college. The code fosters
relationships of trust between students and teachers. Adults
have more responsibility than students for building these relationships.
Focusing on personal responsibility:
The code helps young people to experience the value of being
responsible, participating members of the college community.
Ensuring fairness and equity:
The code is informed by the principle of fairness. Itrespects the principles
of natural justice, and ensures a consistentapproach to behaviour on the
part of all college personnel.
Promoting equality:
The code promotes equality for all members of the college community.The
code prevent discrimination and allows for appropriateaccommodation
of difference, in accordance with law.
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Recognising educational vulnerability :
The code of behaviour reflects the institute’s commitment to provide
positive support, including active teaching of relevant skills, forthose
students who are more vulnerable to behaviour problems.
Attending to the welfare of students:
The code of behaviour is based on a commitment to the welfare ofevery
student, including the right to participate in, and benefit from, education.
Attending to the welfare of staff:
The code helps to promote a positive and safe working environment
forall staff, including a positive and safe classroom environment for
teachers.
Promoting safety and freedom from threat:
The code promotes the conditions for learning and teaching, dignity,
freedom from threat and freedom from threat of violence for both staff
and students.
CHAPTER 3: UNDERSTANDING BEHAVIOUR
An understanding of the factors that influence behaviour is fundamental
to developing and implementing the code of behaviour. Teachers,
parents and students need a shared understanding of the factors that
influence behaviour.
Need for a shared understanding
Teachers, parents and students may have different understandings about
behaviour. A common understanding will provide a sound foundation
for a whole-college approach to promoting good behaviour and for
responding to inappropriate behaviour.
A shared understanding amongst staff members
Knowledge about what shapes the behaviour of young adults, as
individuals and as groups, enables teachers and to:
• Plan and implement a team approach to helping students to
behave well
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• Develop ways of responding to unacceptable behaviour that
are more likely to work and avoid responding in ways that
may worsen it
• Avoid an individualised or personal stance about the behaviour
of students.
Sharing insights about behaviour with parents
Parents need insight into the factors that affect a student’s behaviour
in class and in college. They need to have a grasp of the way in which
home values and parental attitudes can help or hinder a student’s
behaviour and learning in college. This may be especially important
where cultural norms and values in the home are different from those
of the college. When parents understand the rationale for the institute’s
behaviour policy, they are more likely to support that policy.
Sharing insights about behaviour with students
By giving students insight into their own and others’ behaviour, the
college can equip them to think about and understand what makes
people behave in particular ways. It can build their capacity to take
responsibility for their behaviour and to help each other to behave well.
Principles and influences:
Learning, relationships and behaviour are intimately linked. Good
behaviour is an outcome of effective learning and good relationships,
as well as an influence on how students learn.
Some key principles are shared by almost all developed models of
behaviour.
• Behaviour has meaning. It is not random. It serves a purpose
and has goals, though these goals may not be easy to recognise.
• Behaviour can be learned. This means it can change.
• Behaviour takes place within a particular context and in
relation to other people. Understanding the context is central
to understanding the behaviour.
• What teachers, other adults and other students do in response
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to a student’s behaviour is critical in influencing the choices
students make about how they behave.
• Effective teaching and learning are closely linked to good
behaviour.
• Positive acknowledgement is a very effective way of influencing
and promoting good learning behaviour.
• The quality of relationships affects behaviour.
Influences on behaviour
It is useful to think about influences on behaviour in terms of factors
primarily within the person andthose that are external or interpersonal.
Within-person factors include:
•
•
•
•
•
•
•

Age and stage of development
Personality and temperament
Personal history and experience
Physical, sensory or medical characteristics
Skills, ability to learn
Beliefs about self and others
Resilience and self-efficacy.

External and interpersonal factors include:
•
•
•
•
•
•

Parental and family patterns and relationships
Social networks, including friends and peer groups
Neighbourhood and community factors
The status and standing of different groups in society
College factors
Time, opportunity and support for personal and social
development.

The social nature of college:
Knowledge of the influence of groups and the relationships within and
between the many groups and subgroups in the college environment
is an important part of the understanding of behaviour. College lifeis
fundamentally social and individual students and teachers are part of
many groups and subgroupsin the course of a single day. The dynamics
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that operate within and between these groups are verypowerful and are
themselves significant influences on individual and group behaviour.
Changing behaviour:
It is important that teachers believe that students’ behaviour can change
and know what they cando to make this more likely. With a good
understanding of behaviour in general, and with accurateobservation
and good analysis of particular behaviours, teachers can influence some
of the factorsinvolved in helping students to manage or change their
behaviour.
Those factors include:
•
•
•
•
•
•

Motivation
Goals
Skills
Previous experience of trying to change, especially
experience of success
Parental, family, teacher or other adult and peer
support
Incentive/reward.

CHAPTER 4: A WHOLE-COLLEGE APPROACH TO THE
CODE OF BEHAVIOUR
Students’ behaviour is influenced by college climate, values, policies,
practices and relationships. The code of behaviour, on its own, cannot
create the environment that makes it possible for students to learn
and behave well. College climate, values, policies, practices and
relationships must support the code of behaviour.
What is a whole-college approach to behaviour?
The elements of a whole-college approach to behaviour include:
•
An ethos, policies and practices that are in harmony
•
A teamwork approach to behaviour
•
A whole-college approach to curriculum and classroom
		management
•
An inclusive and involved college community
•
A systematic process for planning and reviewing
		
behaviour policy.
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Consistent ethos, policies and practices
One of the challenges and opportunities for college management
and staff is to create a positive college climate that will support and
promote good behaviour. All college policies and practices have the
potentialto impact on student behaviour and should be assessed from
this perspective.
A teamwork approach to behaviour
Staff as a team should have opportunities to confirm that all college
policies and practices support theobjectives of the code of behaviour.
A whole-college approach to curriculum and classroom management
The foundation of positive learning behaviour is effective teaching, and
an inclusive and engagingcurriculum. The learning programme in the
college and how it is presented to the students have asignificant effect
on student behaviour. Where students are engaged and motivated to
learn, it is morelikely that their behaviour will be positive.
Classroom management and teaching methods have a strong influence
on students’ behaviour. The classroom environment, like the wider
college environment, gives students clear messages about teachers’
expectations and creates consistent boundaries. The skill of the teacher
in managing theroutine engagement with students is a critical factor in
preventing problems.
An inclusive and involved college community
Management, Principal, teachers, parents and students have
responsibilities at different levels for behaviour in the college. A wholecollege approach requires the college to provide opportunities and
support for these groups tounderstand and live up to these responsibilities.
This means, for example, that parents have opportunitiesto learn how
their commitment to, and their relationship with, the college can impact
on behaviourand learning. Students learn how their behaviour and
learning, the learning of other students, and thewellbeing of staff, are
linked together.
A systematic planning process
The college development planning process will help college to ensure
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that all of their policies, protocolsand procedures work harmoniously to
sustain a positive environment for learning and teaching.
Aspects of college life that may impact on behaviour:
These include:
•

Approaches to addressing educationally disadvantaged

•

Making adjustments for, and valuing, diversity; and
preventing any form of discrimination

•
•
•
•
•
•
•
•
•
•
•
•

Availability of student support programmes
Relationships among teachers and students
Students’ sense of belonging to the college community
College and classroom environment
Relevance of curriculum to students’ lives
Classroom management
Ability grouping
Timetabling
Break-time management
Extra-curricular and co-curricular activities
Student participation
Parental involvement

CHAPTER 5: SETTING STANDARDS OF BEHAVIOUR
Students are more likely to benefit from their education and to be
happy in a structured, caring environment where high standards of
behaviour are expected and adhered to. The institute’s standards of
behaviour express the kinds of behaviour and relationships that will
create a positive environment for teaching and learning. They describe
the behaviour expected of all members of the college community.
Standards are the means by which the college will:
• Provide clarity for students about the institute’s high
expectations for their behaviour
• Set goals for students that will guide them in moving towards
mature and appropriate behaviour
• Serve as a practical tool for teaching and learning.
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The process of developing the code of behaviour provides opportunities
to:
• Agree the content and focus of the standards expected in the
college
• Develop rules or charters that reflect the standards
• Agree ways of using the standards to promote good behaviour.
The content and focus of standards
The standards should expect all members of the college community to
behave in ways that show respect for others.
Standards signal positive values
Standards of behaviour should reflect values such as:
•
•
•
•
•
•

Respect for self and others
Kindness and willingness to help others
Courtesy and good manners
Fairness
Readiness to use respectful ways of resolving difficulties
and conflict
Forgiveness

The standards should describe the commitment that the college expects
from students to their ownlearning and to that of their peers. This
commitment includes:
•
•
•
•
•
•
•
•

Attending college regularly and punctually
Doing one’s best in class
Taking responsibility for one’s work
Keeping the rules
Helping to create a safe, positive environment
Respecting staff
Respecting other students and their learning
Participating in college activities.

Standards signal unacceptable behaviour
Standards are also a way of signalling to members of the college
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community the kinds of behavioursthat are not acceptable in the college,
for example:
•
•
•
•
•

Behaviour that is hurtful (including bullying,
harassment, discrimination and victimisation)
Behaviour that interferes with teaching and learning
Threats or physical hurt to another person
Damage to property
Theft.

College and classroom rules
The college and classroom rules translate standards into practical
guidance about the behaviourexpected of students. Rules provide clear
boundaries. They describe in simple terms how to behave inorder to
learn well and to develop into mature and responsible individuals.
While the standards are common to everyone in the college, rules should
reflect the age and stage of development of the students.
Criteria for developing rules/charters/agreements:
College and classroom rules work best when they are:
•
•
•
•
•
•

Kept to a minimum
Written in clear, simple language
Stated positively, telling students what to do, as well as
what not to do
Based on a clear rationale that is explained, understood
and agreed
Developed through consultation with students, parents
and staff
Communicated and referred to regularly.

Using the standards to promote good behaviour Standards are
learning goals
Standards of behaviour are goals to be worked towards. Just as
college’s measure progress towardsacademic goals, the standards of
behaviour provide a yardstick for measuring students’ progress towards
behavioural goals.
Students need opportunities to think and talk about behaviour, learning
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and rules, so that they canunderstand what the rules mean for them.
Individual class and subject teachers can:
•

Involve the students in discussing college rules and classroom
rules

•

Ensure that all students have a good understanding of what
is expected of them and why

•

Identify the skills students need in order to observe the rules
and explore possible ways of promoting and teaching these
skills.

Modelling the standards: the responsibility of adults
The adults in the college have a responsibility to model the institute’s
standards of behaviour, in theirdealings both with students and with
each other, since their example is a powerful source of learning for
students.
Parents should be expected to model the standards that students are
asked to respect. In order to do this, they need to be familiar with the
standards and to understand the importance of expectingstudents to
behave according to these standards.
The ways in which parents and teachers interact will provide students
with a model of good working relationships.
CHAPTER 6: PROMOTING GOOD BEHAVIOUR
Promoting good behaviour is the main goal of the code. College
management and staff should actively foster a college ethos, policies,
and practices that help to promote positive behaviour and prevent
inappropriate behaviour.
Strategies to affirm and promote good behaviour
The day-to-day excellence of college management and classroom
teaching will enable most students to behave in ways that support their
own learning and development. Teachers and other college staff also
need a range of strategies for promoting good behaviour at class and
college level. There should be consistency across the teaching team as
to how best to promote good behaviour.
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Students are more likely to behave well when:
• They are given responsibility in the college and are involved
in the development of the code of behaviour
• They understand why the code is important and their part in
making it work
• They can see that the code works in a fair way
• There are standards that set high expectations for student
behaviour
• The standards are clear, consistent and widely understood
• Parents support the college by encouraging good learning
behaviour
• There are good relationships between teachers, parents and
students and a happy college atmosphere
• Adults model the behaviour that is expected from
students.
Other strategies to encourage and promote good behaviour include:
• Positive everyday interactions between teachers and students
• Good college and class routines
• Clear boundaries and rules for students
• Helping students themselves to recognise and affirm good
learning behaviour
• Recognising and giving positive feedback about behaviour
• Exploring with students how people should treat each other
• Involving students in the preparation of the college and
classroom rules.
Relationships between students and teachers:
The quality of relationships between teachers and students is one of the
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most powerful influences on student behaviour. For many students, their
teachers are a major source of support, adult empathy and are hugely
significant figures in their lives.As adults and professionals, teachers
have a strong capacity to develop good relationships withstudents, and
a greater responsibility for the relationship.
Mutually respectful relationships balance warmth and empathy with
objectivity, professionaldetachment, fairness and Consistency.The
College should explore ways of reviewing the quality of relationships
in the college from time to time.This can be done formally through
questionnaires and discussion groups, suggestion boxes, as well as
through informal day-to-day communication in the college.
Use of reward systems:
Reward systems may be part of an overall college or class strategy, or
may form part of a plannedintervention to help an individual student to
manage their own behaviour. The college community shouldconsider
and agree any use of reward systems. For all students, and especially
those with learning difficulties, reward will have an impact when it
isclosely linked in time to the behaviour that is being rewarded.
Effective use of rewards:
Reward systems are more likely to motivate students when:
• They are meaningful to the individual student or group
• The student understands what the reward is given for
• They acknowledge behaviour that is valued and wanted
• They are closely linked in time to that specific behaviour
• They are based on knowledge of the individual and are
sensitive to personal, developmental and cultural factors (for
example, teenagers may prefer private acknowledgement to
public praise)
• They are given for effort and not only for achievement
• They are used consistently and by all staff
• They are used in an inclusive way. Rewards must not be used
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in a way that discriminate against any student or group of
students, for example, students from a particular background,
gender or ethnic group.
Ineffective use of rewards:
Care is needed to ensure that rewards do not:
•
•
•
•
		

Become the goal of learning
Result in unhelpful competition
Repeatedly reward the same students
Seem unattainable to some students and, as a result,
de-motivate them.

CHAPTER 7: RESPONDING TO INAPPROPRIATE
BEHAVIOUR
Despite the best efforts of the institute, inappropriate behaviour happens.
Even minor breaches of the code ofbehaviour can be disruptive,
particularly if they are persistent. Serious misbehaviour can have
damagingand long-lasting effects including disruption of the student’s
own learning and the learning of others. Itcan cause distress and anxiety
or even pose a threat to the safety of students and teachers.
Balancing needs:
Where a student’s behaviour disrupts the teaching and learning of
other students, college authoritieshave to weigh the needs of that
student with the needs of other students and staff. This can be adifficult
balance, and achieving it requires the application of professional
skill and judgement, in eachindividual case, drawing on factual and
objective information about the impact of a student’s behaviour, and
using transparent criteria for measuring that impact. In its approach to
supporting good learningbehaviour and responding to inappropriate
behaviour, the college needs a systematic way of attendingto both the
impact of inappropriate behaviour on other students and staff and the
impact of sanctions on the student.
A problem-solving approach
An important element of the approach to a student’s inappropriate
behaviour is a problem-solving approach: that is, one where the teacher
and the college respond to the unwanted behaviour using these steps.

17

Sri Balaji Vidyapeeth, Pondicherry – Disciplinary Committee Manual

• Gather information. Understand the context and the factors
that may be affecting behaviour.
• Generate ideas about possible solutions that take account of
the reasons why it may be happening.
• Decide and agree on specific strategies.
• Implement the agreed strategy consistently.
• Review progress: evaluate the impact and effectiveness of the
intervention.
• Throughout, keep the relationship with the student as positive
as possible; involve the student and parent.
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Whole-college strategies:
Elements of a whole-college approach to inappropriate behaviour
include:
•
•
•

Agreed ways of describing behaviour
Arrangements for recording behaviour
A ladder of intervention.

Agreed ways of describing behaviour
A common framework for documenting problem behaviour should
include ways of describing thenature, intensity and persistence of the
behaviour. Accurate descriptions allow adults to locatebehaviour on a
continuum of seriousness, to notice patterns, to observe changes over
time or indifferent contexts and to develop ways of responding based on
this detailed knowledge. This approach enables staff to use a respectful
and problem-solving approach, even when a student’s behaviour is
difficult and challenging.
Accurate descriptions allow for reliable information about a particular
student’s behaviour to be gatheredand shared. Agreed terminology also
helps with monitoring and review of the code of behaviour.
Arrangements for recording behaviour
The Principal should explore ways of providing staff with a simple
recording system that allows thecollege to track, systematically
and consistently, any student’s behaviour that is a cause of concern.
The record should note interventions tried and how the student has
responded to them.
A ladder of intervention
As part of the whole-college approach, college staff should have an
agreed ladder of intervention inresponse to inappropriate behaviour.
This allows for consistency among staff as well as ensuring thatthere is
a planned approach to helping students to change their own behaviour.
Three levels at which intervention may take place are outlined below.
At each level, parental and family support should be sought.
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Levels of intervention

Support for all

Most students behave appropriately, with the help of
consistent and clearrules and routines in class and
in college. Occasional, minor misbehaviourshould
be attended to routinely and effectively through
the skill of theclassroom teacher.

Some students need more active intervention to
help them to managetheir behaviour. Without
additional help, they may be at risk of failing,
behaviourally, socially and educationally.
Additional
Additional inputs or interventionsmight include:
supportfor some
•   Referral to another teacher or adult who can
students
     work with the student
•   Setting targets for behaviour and monitoring
    them with the student in asupportive way
•   Behaviour contracts.

Specialised
supportfor a
small minority
of students

A small minority of students may show particularly
challenging behaviour.They may have great
difficulty in learning new behaviour and may
notrespond to low-level interventions. These
students will need a sustained andsystematic
response involving the important adults in their
lives, in college and at home.
The Principal and staff should build good links
with any local supportservices that may be able to
assist in responding to the needs of a student with
behavioural difficulties.

Clearly defined roles and responsibilities:
Teachers who have management responsibilities or other named roles
in the college may provide support to class teachersin addressing
behaviour issues with an individual or a class group.
As part of a whole-college approach to managing behaviour, the roles
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of particular teachers should bedefined. Students, parents, teachers and
other members of staff should be well informed about thesedesignated
roles.As well as formal, designated roles; teachers may sometimes take
up informal roles such as mediation, or providing informal support to a
colleague or a student.
Class or subject teacher:
The class or subject teacher is the front-line source of help for students.
As a leader of learning, andsomeone with an established relationship
of trust, the teacher will have strong influence with students.The class
teacher will deal with routine incidents of misbehaviour through
classroom managementstrategies, thus minimising the need for other
interventions.
Other members of staff and the staff team:
As part of the whole-college plan, classroom or subject teachers need
access, where possible, tosupport from another member of staff, whom
they can ask for advice, or to whom they can refer astudent for advice
and support.
Members of staff, working as a team, can also support the classroom
teacher in a number of ways:
• Helping a teacher to think about and analyse possible reasons
for a student’s poor behaviour
• Helping to devise possible ways of changing the behaviour.
The use of sanctions:
The Management should promote a whole-college approach to the use
of sanctions.The purpose of a sanction is to bring about a change in
behaviour by:
• Helping students to learn that their behaviour is unacceptable
• Helping them to recognise the effect of their actions and
behaviour on others
• Helping students (in ways appropriate to their age and
development) to understand that they havechoices about their
own behaviour and that all choices have consequences
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• Helping them to learn to take responsibility for their behaviour.
A sanction may also:
• Reinforce the boundaries set out in the code of behaviour
• Signal to other students and to staff that their wellbeing is
being protected.
In instances of more serious breaches of college standards,
sanctions may be needed to:
• Prevent serious disruption of teaching and learning
• Keep the student, or other students or adults, safe.
Good practice in the use of sanctions:
Sanctions should be used in a way that ensures that:
Sanctions are part of a plan to change behaviour
A sanction is a form of positive intervention. However, sanctions are
unlikely on their own to changebehaviour. They should be used as part
of a wider plan to help the student to learn.A sanction should be used
in a respectful way that helps students to understand the consequences
oftheir behaviour and to take responsibility for changing that behaviour.
In particular, a sanction should:
•
•
•
•

Defuse and not escalate a situation
Preserve the dignity of all the parties
Be applied in a fair and consistent way
Be timely.

Sanctions are used consistently
It is the responsibility of college to ensure that all members of staff
use agreed sanctionsin a consistent way. This removes subjectivity and
helps to ensure fairness. Teachers should know thelevel of sanction
they are authorised to apply.
Students and parents know what sanctions are used in the college
The institute’s policy on sanctions needs to be communicated clearly.
A student should know when theyhave breached the code and that
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the breach warrants a sanction. A student should be able to relatethe
sanction to the behaviour that prompted the imposition of the sanction.
Sanctions are proportionate
Sanctions should be proportionate to the nature and seriousness of
the behaviour. Decisions about theuse of sanctions should distinguish
between minor misbehaviour and serious misbehaviour. The viewtaken
about how serious any particular behaviour is will depend on several
factors besides the actualbehaviour itself.
These factors will include:
•
•
•

The frequency, duration and persistence of the behaviour
Whether it is part of an escalating pattern of poor behaviour
The context of the behaviour.

Sanctions are appropriate
They should be appropriate to the age and developmental stage of the
student and take account ofthe cultural background of the student.
Sanctions should be sensitive to the particular circumstancesof
vulnerable individuals or groups of students.Sanctions must not be used
in amanner that discriminates against particular students or groups of
students and staff should beaware that some sanctions might impact
disproportionately on particular groups.
Examples include:
•
•
•
•
•

Verbal reprimand
Removal from the group (in class)
Withdrawal of privileges
Withdrawal from the particular lesson or peer group
Carrying out a useful task in the college

Inappropriate sanctions include:
•

Physical punishment or the threat of physical punishment

•

Ridicule, sarcasm or remarks likely to undermine a
student’s self confidence

•

Public or private humiliation

•

Applying sanctions to whole groups or classes in cases of
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individual or small-group wrongdoing
•

Leaving a student in an unsupervised situation
(e.g. a corridor) while in the care of the college

•

Persistent isolation of, or ignoring, a student in class

•

Sanctions that are used in a discriminatory way

Temporarily removing a student from the classroom to a supervised
location may be appropriate inthe interests of classroom management in
order to ensure the learning of other students and to helpthe individual
student to recognise and learn about the impact and consequences of
their behaviour.However, consistently denying a student access to
a particular part of the curriculum as a generalsanction would not be
appropriate.
Applying sanctions in response to behaviour that takes place
outside college:
The standards and rules contained in the code of behaviour would
usually apply in any situation wherethe student, although outside the
college, is still the responsibility of the college. Examples include
college tours, games and extracurricular activities and attendance at
events organised by the college.
The written code of behaviour should make clear to students and
parents when and where the provisions of the code of behaviour apply.
Where a student is alleged to have engaged in serious misbehaviour
outside college, when not underthe care or responsibility of the college,
a judgement would have to be made that there is a clearconnection with
the college and a demonstrable impact on its work, before the code of
behaviourapplies. The college authorities may need to get legal advice
where the situation is complex.
CHAPTER 8: IMPLEMENTING THE CODE OF BEHAVIOUR
The success of the code of behaviour depends on having a good plan for
implementing it. The essential elements of an implementation plan are:
•
•
•
•

24
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• Reviewing the code by an audit
Communicating the code of behaviour:
The college as a condition of registrationshould ask the parents to
confirm in writing that the code is acceptable to them and that they will
make all reasonable efforts to ensure compliance with the code by their
son or daughter.
Parents and students need to understand the institute’s responsibility
to develop and implement thecode of behaviour and their own
responsibility, as members of the college community, for behaviourin
the college. A requirement that parents sign the code ofbehaviour is not
enough to achieve parental support for the code. A programme will be
needed to helpparents to understand the institute’s goals and standards,
how they can assist in supporting their childand the help they can expect
from the college if they need it.
The code as a public document
College must have a written code of behaviour. The written document
serves as a means of communicatingthe code to all members of the college
community. The written code should describe all the importantelements
of the institute’s behaviour policy.
Making the code accessible to all
The code should be written in a way that takes account of the particular
community served by thecollege, to ensure that students, parents and
staff can access it easily and make use of it. Plainlanguage should be
used, with concrete examples and thorough explanations. The ability of
parentsto understand and communicate in the language of the college
will need to be considered andprovided for; translations should be made
available where appropriate. College should be aware ofother possible
barriers to communication and of the need to make the code available
in a variety offormats. A college community can include many diverse
cultures and backgrounds. In making the codeaccessible to all, it may
be necessary to explain content, language and meaning in a particular
way to different groupings.
Teaching students the behavioural and learning skills they need
College needs to define and teach the behaviours they expect from
students. College can foster instudents skills to manage their own
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behaviour and to respond appropriately to the behaviour of others.
In this way, college equips students with essential life skills, while
also creating the conditions foreffective teaching and learning.Adults
should use opportunities to foster the behaviours that build a sense of
community and tochallenge the behaviours that diminish it.
Students need a range of opportunities to have a say in decisions that
affect them and to practise activecitizenship. These opportunities can be
offered individually, at class and year levels, and at whole-collegelevel,
in ways that acknowledge differences in age, developmental stage,
experience and capacity.
Opportunities for teaching the skills involved in reaching the standards
of behaviour expected in the college include:
• Referring to the code in class on a regular basis and applying the
values in every class
• Clarifying students’ understanding of expected behaviours
• Discussing appropriate and inappropriate behaviour with
students
• Learning and teaching the rules and developing lesson plans for
each rule
• Using the Social, Personal and Health Education programme
and extra-curricular opportunities (music, sport, drama, after
college or homework clubs) as vehicles for teaching skills for
responsiblebehaviour and relationships
• Involving students in reviewing and developing college policies,
as part of college development planning.
Students in transition:
Times of major transitions are challenging for students. First-year
students coming into college have to negotiate new boundaries
and requirements. Students changing colleges, those moving from
other educational, language or social settings, students with special
educational needs and those changing family or living situations have
significant hurdles to overcome.
Where students experience difficulty with the transition or new situation,
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their difficulty may lead tounacceptable behaviour. Where the college
has a programme to help students to make a successfultransition,
behavioural difficulties can be diminished or avoided.
Students with special educational needs may require help to understand
and observe the code.Students with learning difficulties may need to
be taught how to relate cause and effects of behaviourin more tangible
ways, for example through pictures, film or role-play. They may not
be able to predictconsequences as easily as their peers and so may be
vulnerable.
Parental understanding and support for the implementation of the code
of behaviour should bestrengthened through activities such as:
• An introductory meeting for parents of new students, dealing
specifically with the code, college standards,expectations for
students and the role of parents in helping students to meet the
standards
• Encouraging parents to share information about anything that
might affect a student’s behaviour in college,and making sure
they know how to do so
• Early warning systems to alert parents to concerns about a
student’s behaviour, so that ways of helpingthe student can be
discussed and agreed
• Clear channels through which parents can communicate any
concerns they may have about a student,and explore ways of
helping the student
• Parental involvement in reviewing and planning college policies,
as part of college development planning.
Monitoring behaviour in the college
Developing the code is not a once-off task. The code is a live and
positive set of beliefs and actionsthat helps to ensure that the college
and classroom are effective settings for learning and teaching.
The college needs to know how the code is working and how well it
is achieving its goals. This requiresarrangements for monitoring and
recording behaviour in the college and time devoted to analysing
theinformation from the monitoring process.
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A good system for monitoring overall standards of behaviour will
gather reliable, factual informationfrom the Management, teachers and
other staff, students and parents, about standardsof behaviour in general
or for specific class groups. It will balance subjective opinion with
factualinformation about what is actually happening, and will gather
information about good behaviour as wellas poor behaviour. It will use
consistent terminology to discuss behaviour.
Regular monitoring will:
• Alert college staff to emerging problems for a particular student
or group of students
• Show trends and patterns, for example, the time of day, location or
circumstances associated with eitherpoor behaviour or instances
of particularly good behaviour
• Provide college management with the information they need in
order to have oversight of the way thecode is working
• Provide information to help the college to look at possible causes
of particular behaviour or whethercertain groups of students are
the targets of harassment or bullying
• Provide information about successes and what is working well
• Avoid the risk of labelling a student unfairly from class to class or
year to year, by providing factual data for any judgement about
behaviour.
The Management, together with the Principal, should examine the
information gathered fromthe monitoring of the code on a regular
basis. Where the monitoring information indicates any patternsor
trends of concern, the Principal should take steps, to look in depth at
possiblecauses and consider solutions that would prevent problems
from becoming embedded in the college oramong a particular group.
One outcome of the monitoring process may be a decision to review all
orpart of the code of behaviour.
Students and parents should be consulted to get their views on why
trends and patterns are happening.They can provide valuable insights
into the reasons, as well as helping to find solutions.
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Records
A standardised record system will allow the college to track an
individual student’s behaviour andto check whether efforts to change
behaviour are working. All interventions aimed at helping thestudent
to deal with unacceptable behaviour should also be recorded, including
contact withparents or referral to other agencies. Positive responses by
a student, and evidence of changedbehaviour, should be recorded, as
should any sanction used, together with the reason why the sanction
was imposed.
Students should be told when a record is being made about their
behaviour, and the reasons for keeping a record.
DEALING WITH CONCERNS OR COMPLAINTS
As part of implementation, the college should have accessible ways
though which staff, parents andstudents can talk to someone about any
concerns they may have about behaviour or about any aspectof the
code of behaviour. Teachers, parents and students should be informed
about how they can dothis. Complaints provide valuable feedback to
the college and should be welcomed and encouraged.
There should be mechanisms for both formal and informal complaints.
The college should seekresolution as early as possible and as close as
possible to the origin of the problem.Colleges must ensure that anyone
who complains about discrimination, harassment or sexualharassment
is not victimised for speaking out.
Parents and students should be advised about the provision that the
college has made for dealing with complaints.
NOTIFICATION
COLLEGE

OF

A

STUDENT’S

ABSENCE

FROM

The code of behaviour must describe the procedures to be followed by
parents when they are notifying thecollege about a student’s absence.
Advice toparents regarding notification of absence should indicate:
• The importance of letting the college know of their student’s
absence for any reason
• When the college wishes to be informed (e.g. on first day of
absence or when the student returns to college)
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• The person to be informed
• The method to be used in informing the college (e.g. journal,
phone call, text message)
• The need to give detailed information to the college about the
reasons for absence
• Any requirements the college has with regard to provision of a
doctor’s certificate for significant absencesdue to illness
• Any system the college uses to contact a parent when a student
is absent (e.g. text messaging) and howa parent is expected to
respond
• What action the college takes when a parent fails to notify the
college about a student’s absence.
Where a college provides a form for a parent to complete regarding
absences, it is not advisable to offercategories of absences which can be
selected by ticking a box. A space should be provided where theactual
reason for the absence can be given.
CHAPTER 9 : SUSPENSIONS AND EXPULSIONS:
PROCEDURAL REQUIREMENTS
Access to education shapes the life chances of young people in a
fundamental way. For this reason, a proposal to exclude a student,
through suspension or expulsion, is a serious step, warranted only by
very serious misbehaviour.
The responsibility of the Management
The Management should:
• Ensure that the college has a policy on, and procedures for, the
use of suspension and expulsion
• Ensure that all students and parents are advised about, and
aware of, the college’s policy for suspension and expulsion
• Ensure that fair procedures are used for suspension and expulsion
and that all staffs are aware of those procedures
• Take special care to ensure that the fair procedures are accessible
to people with disabilities or those from different language or
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cultural backgrounds
• Ensure that the Management and the Principal are equipped for
their roles in relation to the use of suspension and expulsion.
Time and timeliness
The Management and Principal have a duty to ensure that there are
no undue delays in an investigation and in making decisions about the
imposition of suspension or expulsion.
Confidentiality
Great care should be taken to ensure that all matters to do with an
investigation of alleged misbehaviour are dealt with in confidence.
Fair procedures based on the principles of natural justice
Colleges are required to follow fair procedures when proposing to
suspend or expel a student.
Fair procedures have two essential parts:
•
•

The right to be heard
The right to impartiality.

The right to be heard means :
The right to know that the alleged misbehaviour is being
investigated
•

The right to know the details of the allegations being made
and any other information that will betaken into account

•

The right to know how the issue will be decided

•

The right to respond to the allegations

•

Where the possible sanction is of a serious nature, the right
to be heard by the decision-making body

•

Where the possible sanction is of a serious nature, the right
to ask questions of the other party or witnesses where there
is a dispute about the facts.

The right to impartiality means:
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•
•

The right to an absence of bias in the decision-maker
The right to impartiality in the investigation and the
decision-making.

Freedom from bias entails ensuring that a person with an interest in the
matter is not involved in theinvestigation or decision-making. If a person
has pre-conceived opinions, a vested interest or personalinvolvement in
the matter, they should not attempt to settle that matter.
An impartial process is one that allows a decision to be made based
on an unbiased evaluation ofinformation and evidence. Generally,
impartiality requires that the investigation is separated from theprocess
of making a decision so that the decision-maker comes to the task with
an open mind.
Applying fair procedures in college
In a college, fair procedures apply to:
• The investigation of alleged misbehaviour that may lead to
suspension or expulsion and
• The process of decision-making as to
a) Whether the student did engage in the misbehaviour and
b) What sanction to impose?
The way in which fair procedures are applied will take account of the
seriousness of the allegedmisbehaviour and will have regard to what is
reasonable in the context of the college.
The principles of fair procedures always apply, but the degree of
formality required in implementing fairprocedures will depend on
the gravity of the alleged misbehaviour and on the seriousness of the
possiblesanction. The level of formality required, for example for a
suspension of fewer than three days, would be lessthan that required in
the case of a longer suspension or in circumstances that might lead to
an expulsion.
Even informal processes, however, must be fair and be seen to be
fair. The principle of ensuring the right to be heard and the right to
impartiality applies in all cases.
The right to be heard means that a student and their parents are fully
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informed about an allegation and theprocesses that will be used to
investigate and decide the matter; and that they must be given an
opportunityto respond to an allegation before a decision is made and
before a serious sanction is imposed.
Absence of bias in the decision-maker would mean, for example that
if the student of the Principal Wasaccused of misconduct that might
warrant suspension or expulsion, the Principal would not be involved
in the decision.
The principle of impartiality in decision-making means it is preferable
that, where possible, thePrincipal arranges for another member or
members of staff to conduct the investigation and to presenta full
report on the facts of the case and any other relevant information to the
Principal. The Principalis then free to take a view about whether the
student did engage in the behaviour and about thesanction, based on the
report of the investigation.
Where circumstances require the Principal to conduct the investigation
as well as making a finding andproposing the sanction, he or she must
not only act fairly but be seen to act fairly. It is incumbent uponthe
Principal to review the investigation to ensure that it has been fully
and fairly conducted. It shouldbe evident to the student, parents, staff
and other students that the Principal, as decision-maker, isbasing their
decision, in an objective way, on the findings of the investigation.
The person alleging the misbehaviour, or who is a victim, or a witness
should not usually conductthe investigation.Thoughtful application
of professional judgement and knowledge of the requirements of fair
procedureswill generally guide decision-making about suspension and
expulsion. However, in circumstances ofparticular complexity, college
authorities may need to seek legal advice to support their decisionmaking.
CHAPTER 10: SUSPENSION
For the purpose of these Guidelines, suspension is defined as requiring
the student to absent himself/herself from the college for a specified,
limited period of college days.
Authority to suspend:
The Management and the Principal of the college has the authority to
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suspend a student.
The grounds for suspension:
Suspension should be a proportionate response to the behaviour that
is causing concern. Normally, otherinterventions will have been tried
before suspension, and college staff will have reviewed the reasons
whythese have not worked. The decision to suspend a student requires
serious grounds such as that:
•

The student’s behaviour has had a seriously detrimental
effect on the education of other students

•

The student’s continued presence in the college at this time
constitutes a threat to safety

•

The student is responsible for serious damage to property.
A single incident of serious misconduct may be grounds for
suspension.

Determining the appropriateness of suspending a student:
Where the purpose of a proposed suspension is clearly identified,
and that purpose cannot beachieved in any other way, suspension can
have value.Suspensions can provide a respite for staff and the student,
give the student time to reflect on the linkbetween their action and its
consequences and give staff time to plan ways of helping the student to
change unacceptable behaviour.
However, suspension can be counter-productive if used without a clear
rationale or without measuringits impact and value. College should
consider the risk of any unwanted outcomesfrom suspension, such as
an increased sense of alienation from college that could lead to a cycle
of behavioural and academic problems.
Factors to consider before suspending a student:
The nature and seriousness of the behaviour:
•
•
•
		

What is the precise description of the behaviour?
How persistent has the unacceptable behaviour been?
Has the problem behaviour escalated, in spite of the
interventions tried?

The context of the behaviour:
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•
		
		

What are the circumstances of the incidents of serious
misbehaviour (e.g. in class, in a particular teacher’s class, in
the yard, in a group)?

•
		

What factors may have triggered incidents of serious
misbehaviour (e.g. bullying, cultural orfamily factors)?

•
		

What is the age, stage of development and cognitive ability
of the student?

• Are there any factors that may be associated with the
		 behaviour (e.g. particular home circumstances, special
		 educational needs)?
The impact of the behaviour:
•

How are other students and staff affected by the student’s
behaviour?

•

What is the impact of the behaviour on the teaching and
learning of the class?

•

Does the behaviour have a particular or greater impact on
some students or teachers?

•

Does the student understand the impact of their behaviour on
others?

The interventions tried to date:
•

What interventions have been tried? Over what period?

•

How have the interventions been recorded and monitored?

•

What has been the result of those interventions?

•

Have the parents been involved in finding a solution to the
problem behaviour?

•

Has the intervention of psychological assessment or
counselling been sought, where appropriate?

•

Are any other interventions such as peer mediation available?

•

Is the student or parent involved with any support service
and has this agency or support servicebeen asked for help in
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solving this problem?
Whether suspension is a proportionate response:
• Does the student’s behaviour warrant suspension?
• Is the standard being applied to judging the behaviour the same as
the standard applied to the behaviour of any other student?
The possible impact of suspension:
• Will suspension allow additional or alternative interventions to
be made?
• Will suspension help the student to change the inappropriate
behaviour?
• How will suspension help teachers or other students affected by
the behaviour?
• Will suspension exacerbate any educational vulnerability of the
student?
Suspension as part of a behaviour management plan:
Suspension should be part of an agreed plan to address the student’s
behaviour. The suspension should:
• Enable the college to set behavioural goals with the student and
their parents
• Give college staff an opportunity to plan other interventions
• Impress on a student and their parents the seriousness of the
behaviour.
Inappropriate use of suspension:
Students should not usually be suspended for:
• Poor academic performance
• Poor attendance or lateness
• Minor breaches of the code of behaviour.
However, any behaviour that is persistently disruptive to learning
or potentially dangerous can be aserious matter. Behaviour must
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be examined in context to understand both the behaviour itself and
theresponse or sanction that is most appropriate.
Forms of suspension:
Immediate suspension:
In exceptional circumstances, the Principal may consider an
immediatesuspension to be necessary where the continued presence of
thestudent in the college at the time would represent a serious threat
tothe safety of students or staff of the college, or any other person.
Fairprocedures must still be applied.
Suspension during examination:
This sanction should normally be used where there is:
• A threat to good order in the conduct of the examination
• A threat to the safety of other students and personnel
• A threat to the right of other students to do their examination in
a calm atmosphere.
The sanction should be a proportionate response to the behaviour.For
example, it would rarely be appropriate for a first offence, unlessthere
is a threat to the good order of the conduct of the examination.This
sanction should be treated like any other suspension, and theprinciples
and fair procedures governing suspensions should be applied.
Rolling suspension:
A student should not be suspended again shortly after they return to
college unless:
• They engage in serious misbehaviour that warrant suspension
and
• Fair procedures are observed in full and
• The standard applied to judging the behaviour is the same as the
standard applied to the behaviour of any other student.
Informal or unacknowledged suspension:
Exclusion of a student for part of the college day, as a sanction, or asking
parents to keep a child from college, as a sanction, is asuspension. Any
exclusion imposed by the college is a suspension, andshould follow the
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Guidelines relating to suspension.
Open-ended suspension:
Students should not be suspended for an indefinite period. Any
suchsuspension would be regarded as an open-ended suspension.
Procedures in respect of suspension:
College should follow fair procedures when proposing to suspend a
student.  Where a preliminary assessment of the facts confirms serious
misbehaviourthat could warrant suspension, the college should observe
the following procedures:
• Inform the student and their parents about the complaint
• Give parents and student an opportunity to respond.
Inform the student and parents:
Let the student and their parents know about the complaint, how it will
be investigated, and that itcould result in suspension.Parents may be
informed by phone or in writing, depending on the seriousness of the
matter. Informingparents in writing has the benefit of ensuring that
there is a formal and permanent record. It also ensures that parents are
clear about what their son or daughter is alleged to havedone. It serves
the important function of underlining to parents the seriousness with
which the college views the alleged misbehaviour.
Give an opportunity to respond:
Parents and student should be given an opportunity to respond before
a decision is made and beforeany sanction is imposed.A meeting with
the student and their parents provides an opportunity for them to give
their side of the story and to ask questions about the evidence of serious
misbehaviour, especially where there is adispute about the facts. It may
also be an opportunity for parents to make their case for lessening the
sanction, and for the college to explore with parents how best to address
the student’s behaviour. If astudent and their parents fail to attend a
meeting, the Principal should write advising of the gravity ofthe matter,
the importance of attending a re-scheduled meeting and, failing that,
the duty of the college authorities to make a decision to respond to the
negative behaviour. The college should record theinvitations made to
parents and their response.
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Procedures in relation to immediate suspension:
Where an immediate suspension is considered by the Principal to be
warranted for reasons of thesafety of the student, other students, staff
or others, a preliminary investigation should be conductedto establish
the case for the imposition of the suspension. The formal investigation
should immediatelyfollow the imposition of the suspension. All of
the conditions for suspension apply to immediatesuspension. No
suspension, including an immediate suspension, should be open-ended.
In the case of an immediate suspension, parents must be notified, and
arrangements made with themfor the student to be collected. The college
must have regard to its duty of care for the student. In nocircumstances
should a student be sent home from college without first notifying
parents?
The period of suspension:
A student should not be suspended for more than five days, except in
exceptional circumstances wherethe Principal considers that a period of
suspension longer than five days is needed in order to achieve aparticular
objective. If a suspension longer than five days is being proposed by
the Principal, the matter should bereferred to the Management for
consideration and approval, giving the circumstances and the expected
outcomes.
The Management should normally place a ceiling of ten days on
any one period ofsuspension imposed by it.The management should
formally review any proposal to suspend a student, where the
suspension wouldbring the number of days for which the student has
been suspended in the current college year to twenty days or more.
These provisions enable college authorities to give the student a
reasonable time to reflect on theirbehaviour while avoiding undue loss
of teaching time and loss of contact with the positive influences of
college.
Implementing the suspension:
Written notification:
The Principal should notify the parents and the student in writing of the
decision to suspend. The lettershould confirm:
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• The period of the suspension and the dates on which the suspension
		 will begin and end
• The reasons for the suspension
• Any study programme to be followed
The letter should be clear and easy to understand. Particular care
should be taken in communicating withparents who may have reading
difficulties, or whose first language is not the language of the college.
Engaging with student and parents:
Where a decision to suspend has been made, it can maximise the
impact and value of suspension ifthe Principal or another staff member
delegated by the Principal meets with the parents to emphasisetheir
responsibility in helping the student to behave well when the student
returns to college and to offerhelp and guidance in this.
Where parents do not agree to meet with the Principal, written
notification will serve as notice to impose a suspension.
Grounds for removing a suspension:
A suspension may be removed if the Management or Principal decides
to remove the suspension for specific reasons.
After the suspension ends:
A period of suspension will end on the date given in the letter of
notification to the parents about the suspension.
Re-integrating the student:
The college should have a plan to help the student to take responsibility
for catching up on workmissed. This plan will help to avoid the
possibility that suspension starts or amplifies a cycle ofacademic failure.
Successful re-integration goes beyond academic work. A suspended
studentmay feel angry or resentful about their suspension, and these
feelings can trigger problems with reintegrationwhich, in turn, may
lead to further problem behaviour. Where possible, the college should
arrange for a member of staff to provide support to the student during
the re-integration process.
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Clean slate:
When any sanction, including suspension, is completed, a student
should be given the opportunity and support for a fresh start.
Records and reports:
Records of investigation and decision-making:
Formal written records should be kept of:
•
•
•
•

The investigation (including notes of all interviews held)
The decision-making process
The decision and the rationale for the decision
The duration of the suspension and any conditions attached to
the suspension.

Report to the Management:
The Principal should report all suspensions to the Management, with
the reasons for and the duration of each suspension.
Review of use of suspension:
The college should review the use of suspension at regular intervals
to ensurethat its use is consistent with college policies, that patterns of
use are examined to identify factors that maybe influencing behaviour
in the college and to ensure that use of suspension is appropriate and
effective.
CHAPTER 11: EXPULSION
A student is expelled from a college when the Management makes a
decision to permanentlyexclude him or her from the college.
Authority to expel:
The Management of the college has the authority to expel a student.
The grounds for expulsion:
Expulsion should be a proportionate response to the student’s behaviour.
Expulsion of a student is a very serious step, and one that should
only be taken by the Management in extreme cases ofunacceptable
behaviour. The college should have taken significant steps to address
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the misbehaviour and to avoid expulsion of a student including, as
appropriate:
• Meeting with parents and the student to try to find ways of helping
the student to change their behaviour
• Making sure that the student understands the possible
consequences of their behaviour, if it should persist
• Ensuring that all other possible options have been tried
• Seeking the assistance of support agencies (e.g. Psychological
Service, Behavioural Support Service)
A proposal to expel a student requires serious grounds such as
that:
• The student’s behaviour is a persistent cause of significant
disruption to the learning of others or to the teaching process
• The student’s continued presence in the college constitutes a real
and significant threat to safety
• The student is responsible for serious damage to property.
The grounds for expulsion may be similar to the grounds for suspension.
In addition to factors suchas the degree of seriousness and the persistence
of the behaviour, a key difference is that, whereexpulsion is considered;
college authorities have tried a series of other interventions, and
believe they have exhausted all possibilities for changing the student’s
behaviour.
Expulsion for a first offence
There may be exceptional circumstances where the Management forms
the opinion that astudent should be expelled for a first offence. The
kinds of behaviour that might result in a proposal toexpel on the basis
of a single breach of the code could include:
• A serious threat of violence against another student or member
of staff
• Actual violence or physical assault
• Supplying illegal drugs to other students in the college
• Sexual assault.
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Determining the appropriateness of expelling a student:
Given the seriousness of expulsion as a sanction the Management
should undertake a verydetailed review of a range of factors in deciding
whether to expel a student.
Factors to consider before proposing expelling a student:
The nature and seriousness of the behaviour:
• What is the precise description of the behaviour?
• How persistent has the unacceptable behaviour been and over
what period of time?
• Has the problem behaviour escalated, in spite of the
interventions tried?
The context of the behaviour
• What are the circumstances of the incidents of serious
misbehaviour (e.g. in class, in a particular teacher’s class, in the
yard, in a group)?
• What factors may have triggered or provoked incidents of serious
misbehaviour (e.g. bullying, cultural or family factors)?
• Are there any factors that may be associated with the behaviour
(e.g. particular home circumstances, special educational needs)?
The impact of the behaviour:
• What interventions have been tried? Over what period?
• How have the interventions been recorded and monitored?
• What has been the result of these interventions?
• Have the parents been involved in finding a solution to the
problem behaviour?
• Has the intervention of psychological assessment or counselling
been sought, where appropriate?
• Is the student or parent involved with any support service and
has this agency or support service been asked for help in solving
this problem?
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The interventions tried to date:
• What interventions have been tried? Over what period?
• How have the interventions been recorded and monitored?
• What has been the result of these interventions?
• Have the parents been involved in finding a solution to the
problem behaviour?
• Has the intervention of psychological assessment or counselling
been sought, where appropriate?
• Is the student or parent involved with any support service and
has this agency or support service been asked for help in solving
this problem?
Whether expulsion is a proportionate response:
• Is the student’s behaviour sufficiently serious to warrant
expulsion?
• Is the standard being applied to judging the behaviour the same as
the standard applied to the behaviour of any other student?
The possible impact of expulsion:
• To what extent may expulsion exacerbate any social or
educational vulnerability of the student?
• Will the student be able to take part in, and benefit from, education
with their peers?
Procedures in respect of expulsion:
Where a preliminary assessment of the facts confirms serious
misbehaviour thatcould warrant expulsion, the procedural steps will
include:
1. A detailed investigation carried out under the direction of the
		Principal.
2. A recommendation to the Management by the Principal.
3. Consideration
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recommendation; and the holding of a hearing.
4. Management deliberations and actions following the hearing.
5. Confirmation of the decision to expel.
These procedures assume that the Management is the decision-making
body in relationto expulsions.It is a matter for Management to decide
which of the tasks involvedin these procedural steps requires separate
meetings and which tasks can beaccomplished together in a single
meeting, consistent with giving parents due notice ofmeetings and a
fair and reasonable time to prepare for a hearing.
Step 1 : A detailed investigation carried out under the direction of
the Principal
In investigating an allegation, in line with fair procedures, the Principal
should:
• Inform the student and their parents about the details of the
		 alleged misbehaviour, how it will be investigated and that it could
result in expulsion
• Give parents and the student every opportunity to respond to the
		 complaint of serious misbehaviour before a decision is made and
		 before a sanction is imposed.
Parents should be informed in writing of the alleged misbehaviour and
the proposed investigation inorder to have a permanent record. This
also ensures that parents are veryclear about what their son or daughter
is alleged to have done. It serves the important function ofunderlining
to parents the seriousness with which the college views the alleged
misbehaviour.
Parents and the student must have every opportunity to respond to the
complaint of seriousmisbehaviour before a decision is made about the
veracity of the allegation, and before a sanction isimposed. Where
expulsion may result from an investigation, a meeting with the student
and their parentsis essential. It provides the opportunity for them to give
their side of the story and to ask questions aboutthe evidence of serious
misbehaviour, especially where there is a dispute about the facts. It may
also bean opportunity for parents to make their case for lessening the
sanction, and for the college to explorewith parents how best to address
the student’s behaviour.
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If a student and their parents fail to attend a meeting, the Principal
should write advising of the gravityof the matter, the importance of
attending a re-scheduled meeting and, failing that, the duty of the
college authorities to make a decision to respond to the inappropriate
behaviour. The college shouldrecord the invitation issued to parents
and their response.
Step 2 : A recommendation to the Board of Management by the
Principal
Where the Principal forms a view, based on the investigation of the
alleged misbehaviour, that expulsionmay are warranted, the Principal
makes a recommendation to the Management to considerexpulsion.
The Principal should:
• Inform the parents and the student that the Management is being
asked to consider expulsion
• Ensure that parents have records of: the allegations against the
		 student; the investigation; and written notice of the grounds on
which the Management is being asked to consider expulsion
• Provide the Management with the same comprehensive records
		 as are given to parents
• Notify the parents of the date of the hearing by the Management
		 and invite them to that hearing
• Advise the parents that they can make a written and oral
		 submission to the Management
• Ensure that parents have enough notice to allow them to prepare
		 for the hearing.
Step3 : Consideration by the Management of the Principal’s
recommendation; and the holding of a hearing
It is the responsibility of the Management to review the initial
investigation and satisfy itself that theinvestigation was properly
conducted in line with fair procedures. The Management should
undertake its ownreview of all documentation and the circumstances of
the case. It should ensure that no party whohas had any involvement with
the circumstances of the case is part of the Managements’ deliberations
(forexample, a member of the Management who may have made an
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allegation about the student).
Where the Management decides to consider expelling a student, it must
hold a hearing. Themeeting for the purpose of the hearing should be
properly conducted in accordance with procedures. At the hearing,
the Principal and the parents, or a student aged eighteen years or
over, put theircase to the Management in each other’s presence. Each
party should be allowed to question the evidence of theother party
directly. The meeting may also be an opportunity for parents to make
their case for lessening thesanction. In the conduct of the hearing, the
Management must take care to ensure that they are, and are seen tobe,
impartial as between the Principal and the student. Parents may wish to
be accompanied at hearingsand the Management should facilitate this,
in line with good practice and procedures.
After both sides have been heard, the Board should ensure that the
Principal and parents are notpresent for the Management’s deliberations.
Step 4: Management deliberations and actions following the hearing
Having heard from all the parties, it is the responsibility of the
Management to decide whether or not theallegation is substantiated
and, if so, whether or not expulsion is the appropriate sanction.
Where the Management, having considered all the facts of the case,
is of the opinion thatthe student should be expelled, the Management
should inform the parents in writing about its conclusions and the next
steps in the process.A formal record should be made of the decision to
expel the student.
Review of use of expulsion:
The Management should review the use of expulsion in the college
at regular intervals to ensure that its use is consistent with college
policies, that patterns of use are examined to identify factors thatmay
be influencing behaviour in the college, and to ensure that expulsion is
used appropriately.
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CHAPTER 12: SUPPORT MATERIAL
Name of the Constituent College
SRI BALAJI VIDYAPEETH
(Deemed University u/s. 3 of UGC Act, 1956)

Discipline Incident Report Form
Name of the alleged
perpetrator(s)

Mr/Ms.
Mr/Ms.
Mr/Ms.

Incident date
Incident time
location
Type of incident (Please tick the appropriate box)
Assault – Using force to inflict serious injuries
Harassment – Physical/Verbal/Sexual
Robbery
Classroom disruption – Behaving in a manner
which disrupts the educational process
Menacing – Engaging in an act of coercion or
threatening violence, injury or harm
Reckless endangerment – causing an injury by
reckless engaging
Criminal mischief – Falsely activating fire alarm
Substance abuse
Others (please specify)
Disciplinary response
Warning
Fine
Suspension
Expulsion
Others (please specify)
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Guidance intervention

Needed

Parent outreach
Peer mediation
Conflict resolution
Psychiatric counselling
Substance abuse counselling
Legal support
Briefly describe the incident and any injuries:
Report compiled by:
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Name of the Constituent College
SRI BALAJI VIDYAPEETH
(Deemed University u/s. 3 of UGC Act, 1956)

Notice of the disciplinary meeting to the student
Date .............................................
Dear .............................................

I am writing to tell you that you are required to attend a disciplinary
meeting on……/……/….. at………am/pm which is to be held
in.…………………………..At this meeting the question of disciplinary
action against you, in accordancewith the organisation’s disciplinary
procedure will be considered with regard to: .......................................
...................

Yours sincerely,

Secretary,
Disciplinary Committee
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Name of the Constituent College
SRI BALAJI VIDYAPEETH
(Deemed University u/s. 3 of UGC Act, 1956)

Notice of the disciplinary meeting to the parent/guardian
Date .............................................
Dear .............................................

I am writing to tell you that you are required to attend a disciplinary
meeting on……/……/….. at………am/pm which is to be held
in.…………………………..At this meeting the question of disciplinary
action against your son/daughter/ward, in accordancewith the
organisation’s disciplinary procedure will be considered with regard to
:…………………………………………………………………………
…………………………………………………………………………
…………………

Yours sincerely,

Secretary,
Disciplinary Committee.
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Name of the Constituent College
SRI BALAJI VIDYAPEETH
(Deemed University u/s. 3 of UGC Act, 1956)

Letter of warning

Date...............................................
Dear...............................................

This is a formal letter of warning, in accordance with the rules and
regulations of the institute regarding your indiscipline. We met
on………. [ DATE ] to discuss these issues.   Specifically, I am
concerned about the following:
……………………………………………………………….........……
[CLEARLY ITEMIZE THE NATURE OF INDICIPLINE]
To remedy these serious problems, I am proposing the following steps,
……………………………………………………………………….…
[LIST STEPS AND DEADLINES, IF APPLICABLE]
The institute takes your behaviour during BDS training program very
seriously. Therefore it is your responsibility to make certain that you
strictly adhere to the code of behaviour of the institute.Failure to meet
these requirements will result in further disciplinary action, up to and
including fine, suspension and/or expulsion from the training program
and the institute.
If you have any questions concerning this letter or the above-outlined
action plan, please feel free to discuss them with me.
Sincerely,
Secretary,
Disciplinary Committee.
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Name of the Constituent College
SRI BALAJI VIDYAPEETH
(Deemed University u/s. 3 of UGC Act, 1956 )

Letter of Disciplinary Decision

Date …………………………….
Dear...............................................
(Purpose of Notification)
This is formal notification that, effective …………..< DATE >, you
will be suspended/expelledfrom the institute due to your ………………
< unacceptable personal conduct >.
(Relevant Past Occurrences or Active Disciplinary Actions if applicable)
………………………………………………………………….………
<Note any past conversations with the student regarding this issue,
including informal counselling sessions. If there are any other active
disciplinary actions, list them with a brief synopsis.>
1.

On < DATE > you were instructed you to (…)

2.

On < DATE > you received an Informal Counselling regarding
this issue

3.

On < DATE > you received a Written Warning for unacceptable
personal conduct
(Incidents Resulting in This Disciplinary Decision)

<Detail what events occurred, cite relevant policy as needed, i.e.,
provide the specifics of the event, the student’s responsibilities in this
event, and how these actions may violate institutes policy, fail to meet
work expectations, or are otherwise unacceptable.>
1.
2.
3.

< POINT #1 >
< POINT #2 >
< POINT #3 >

Additional Information provided at enquiry meeting:
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On ……. <DATE> you attended an enquiry meeting conference to
discuss this issue.
The observations made after the enquiry are
1.
2.
3.

< POINT #1 >
< POINT #2 >
< POINT #3 >

Disciplinary Decision
Based on all information provided regarding this issue, I find the
allegations of indiscipline, warranted action. Therefore, I have decided
to suspend/expel you for ……….day / week, starting ……<DATE>
and ending …..< DATE >.   You are expected to return to work on
……< DATE >.
PRINCIPAL
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Name of the Constituent College
SRI BALAJI VIDYAPEETH
(Deemed University u/s. 3 of UGC Act, 1956 )

Disciplinary Committee Enquiry Report
Mr/Ms.
Name of the alleged
perpetrator(s)

Mr/Ms.
Mr/Ms.

Alleged complaint:

Perpetrator(s) statement:

Enquiry committee members findings:

Suggested corrective actions by the enquiry committee:

Name of the committee member

Signature
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