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Code of conduct 
 

1.0  All students must: 
 

 Respect all members of Vision Studio School community, follow 
instructions from all school staff and always show regard for all other 
students; 

 Arrive punctually to all sessions and be fully prepared to learn; 
 Move around Vision Studio School in an orderly manner; 
 Work hard and allow all other students to learn; 
 Follow Vision Studio School dress code; 
 Keep Vision Studio School clean and tidy; 
 Respect and look after all Vision Studio School’s resources and 

facilities; 
 Conduct yourself responsibly and always speak quietly and politely; 
 Only bring allowed items into Vision Studio School and use mobile 

devices appropriately; 
 Consume all food and drink (except for bottled water) in the dining 

room at break times; and 
 Remain on Vision Studio School site during Vision Studio School hours 

and keep to permitted areas. 
 

1.2 ICT code of practice 
 

The use of Vision Studio School system is a privilege awarded to all 
responsible users. Users must: 

 
 Keep user account details and passwords private and confidential and 

not allow others to use their account; 
 Not use other accounts or access other student’s files; 
 Use computers for educational purposes only; 
 Use all computers safely and with common sense; 
 Use acceptable language in all documents produced; 
 Access only information on the internet that would be acceptable in the 

written form in Vision Studio School; 
 Only email known people or those approved by a member of staff; 
 Send messages that are polite and responsible; 
 Not give out home addresses, telephone numbers, or arrange to meet 

someone through internet contact; 
 Report any concerning or offensive messages sent to them;  
 Have permission from a member of staff to bring in data files from 

outside Vision Studio School; 
 Accept that Vision Studio School may check computer files, monitor 

internet site use, and record computer activity; 
 Use hand held devices (mobile phones, PDAs, MP3 players, ipods) 

under the direction of a member of staff; 
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 Not use these items out of lessons to take unauthorised 
images or recordings; and 

 Accept that hand held devices brought into Vision Studio School may 
be monitored for acceptable content. 

 
2.0 Reward System and Behaviour Support Process 
 
2.1 The Reward systems in Vision Studio School are: 
 

 Senior Leader’s letter of commendation; 
 Learning and personal coach letter of commendation; 
 Certificates; 
 Public commendation e.g. assemblies, newsletter, website, social 

media; and 
 SIMS achievement points. 

 
2.2 Achievement points can be issued for: 
 

 Making exceptional progress in a lesson/term; 
 Achieving a specific learning goal 
 Services to the school or work experience employer 
 Making positive contributions 
 Exceptional effort in lesson/work experience 

 
2.3 Students whose behaviour persistently falls below the minimum standard 

outlined in this document will receive additional support from personal 
coaches in the form of a personalised behaviour support plan (BSP) 

 
2.4 Behaviour support plans would be set up in stages: 
 

 Yellow BSP – targeted support and monitoring in a single subject or 
pastoral area; 

 Amber BSP – wider support and monitoring across several subject or 
pastoral areas; and 

 Red BSP – targeted support for students with persistent or cumulative 
behaviour concerns at risk of exclusion or following a serious single 
incident. 

 
3.0 Sanctions 
 

3.1 The process outlined below aligns with the accompanying flowchart and table 
of sanctions (Appendix 1). 
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3.2 Unacceptable behaviour out of lessons is the responsibility of 
all adults in Vision Studio School. The member of staff witnessing it must deal 
with it immediately. 

 
3.3 Learning coaches manage lesson behaviour in lessons. The sanctions used 

here are: 
 

 Verbal reprimand; 
 Discussion/coaching of student; 
 Phone call or letter home; 
 Teacher detention; and 
 Departmental exclusion to other groups. 

 
3.4 Learner coaches must record unacceptable student behaviour on the School 

Information Management System (SIMS).  
 

3.5 When a learner coach is considerably concerned about the behaviour of a 
student, the student should be placed on a yellow BSP in consultation with 
the students designated personal coach.  All intervention is recorded on 
SIMS.  

 
3.6 Punishments must be restricted to the individual concerned. 

 
3.7 Serious misbehaviour in lessons will lead to students being monitored by 

personal coaches through reports logged on the MIS.  
 
3.8 If a student’s serious misbehaviour persists, then the member of staff will ask 

the student’s parents/carers to come in to Vision Studio School to discuss the 
student’s issues.  Amber BSP will be put in place with the student.  

 
3.9   Students who are referred to the Assistant Principal will have a red BSP 

organised in consultation with the students’ designated personal coach.  All 
intervention is recorded on SIMS.  

 
3.10 In the event of an extreme critical incident, referral may be made for 

permanent exclusion by the Principal, without using the behaviour 
management stages outlined above.  

 
3.11 Throughout the behaviour management of students, it is critical that 

parents/carers and Vision Studio School staff are aware of actions being 
taken. All staff must record positive and negative behaviour on the MIS.  

 
4.0 Exclusion Procedure 
 
4.1 A decision to exclude a student, either for a fixed period or permanently is 

seen as a last resort by Vision Studio School. The school is responsible for 



 

Education Brief Annex 3: Serious incidents of misbehaviour  
leading to fixed period or permanent exclusion 

communicating to students, parents/carers and staff its 
expectations of standards of conduct. A range of policies and procedures are 
in place to promote good behaviour and appropriate conduct. 

 
4.2 No exclusion will be initiated without first exhausting other strategies or, in the 

case of a serious single incident, a thorough investigation. 
 
5.0 Reasons for Exclusion: 
 

 Serious and/or persistent breach of Vision Studio School’s rules or 
policies; 

 Risk of harm to the education or welfare of the student or others in 
Vision Studio School. 

 
5.1 Any exclusion will be at the recommendation of the Principal and at the 

discretion of the board of Governors. 
 
6.0 Temporary Fixed Term Exclusion 
 
6.1 A temporary exclusion should be for the shortest time necessary; Ofsted 

evidence suggests that 1-3 days is usually enough to secure benefits without 
adverse educational consequences. 
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7.0 Persistent or Cumulative Problems 
 
7.1 Exclusion for a period of time from half a day to 5 days for persistent or 

cumulative problems would be imposed only when Vision Studio School had 
already offered and implemented a range of support and management 
strategies.  These could include: 

 
 Discussion with the student; 
 Mentoring; 
 Monitoring report; 
 Discussions with parents/carers; 
 Target setting; 
 Checking on any possible provocation; 
 Detention; 
 Mediation; 
 Counselling; and 
 Internal exclusion. 

 
8.0 Single Incident 
 
8.1 Temporary exclusion may be used in response to a serious breach of Vision 

Studio School rules and policies or a disciplinary offence.  In such cases, the 
Principal will investigate the incident thoroughly and consider all evidence to 
support the allegation, taking account of Vision Studio School’s policies.  The 
student will be encouraged to give his/her version of events and the Principal 
will check whether the incident may have been provoked, for example by 
bullying or racial harassment. 

 
8.2 If necessary the Principal will consult the Chair of Governors, but not if they 

have a role in reviewing the Principal’s decision. 
 
9.0 Permanent Exclusion 
 
9.1 A permanent exclusion is a very serious decision and the Principal will consult 

with the Chair of Governors before enforcing it.  As with a temporary 
exclusion, it will follow a range of strategies and be seen as a last resort, or it 
will be in response to a very serious breach of Vision Studio School rules and 
policies or a disciplinary offence such as: 

 
 Serious actual or threatened violence against another student or a 

member of staff; 
 Possession or use of an illegal drug on Vision Studio School premises; 
 Carrying an offensive weapon; 
 Persistent bullying; and 
 Racial harassment. 
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10.0 The Decision to Exclude 
 
10.1  If the Principal decides to exclude a student, he/she will: 
 

 Ensure that the approved exclusion procedure is followed; 
 Ensure that there is sufficient recorded evidence to support the 

decision; 
 Explain the decision to the student; 
 Contact the parents/carers, explain the decision and ask that the 

student be collected; 
 Send a letter to the parents/carers confirming the reasons for the 

exclusion, whether it is a permanent or temporary exclusion, the length 
of the exclusion and any terms or conditions agreed for the student’s 
return; 

 
 

 In cases of more than a day’s exclusion, ensure that appropriate work 
is set and that arrangements are in place for it to be marked; 

 Plan how to address the student’s needs on his/her return; and 
 Plan a meeting with parents/carers and student on his/her return. 

 
10.2 An exclusion should not be enforced if doing so may put the safety of the 

student at risk. In cases where parents/carers will not comply, for example, 
refusing to collect the student, the student’s welfare is the priority. 

 
11.0 Behaviour Outside School 
 
11.1 Students’ behaviour outside Vision Studio School on school business e.g. on 

work placement, on school trips, at sports fixtures, is subject to Vision Studio 
School’s behaviour policy.  Bad behaviour in such circumstances will be dealt 
with as if it had taken place in school.  

 
11.2 For behaviour outside the school, not on Vision Studio School business, the 

Principal may exclude a student if there is a clear link between that behaviour 
and maintaining good behaviour and discipline among Vision Studio School 
body as a whole, or if it is deemed to be damaging to the reputation of Vision 
Studio School.  

 
12.0 Students with Disabilities and Special Educational Needs  
 
12.1 Vision Studio School must take account of any special educational needs 

when considering whether or not to exclude a student.  We have a legal duty 
under the Disability Discrimination Act 1995 as amended not to discriminate 
against disabled students by excluding them from Vision Studio School for  
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behaviour related to their disability.  The Principal should 
ensure that reasonable steps have been taken by the school to respond to a 
student’s disability so the student is not treated less favourably for reasons 
related to the disability. 

 
12.2 ‘Reasonable steps’ could include: 
 

 Developing strategies to prevent the student’s behaviour; 
 Requesting external help with the student; and 
 Staff training. 

 
12.3 Where reasonable adjustments to policies and practices have been made to 

accommodate a student’s needs and to avoid the necessity for exclusion as 
far as possible, exclusion may be justified if there is a material and substantial 
reason for it. A specific incident affecting order and discipline in Vision Studio 
School may be such a reason. 

 
13.0 Marking Attendance Registers Following Exclusion 
 
13.1 When a student is excluded temporarily, he/she should be marked as absent 

using Code E. 
 
14.0 Managed Move 
 
14.1 In cases where the Principal and parents/carers agree that the progress of 

the student has been unsatisfactory and the student is unwilling or unable to 
profit from the educational opportunities offered. Additionally, if parents/carers 
have treated Vision Studio School or members of its staff unreasonably the 
Principal may require the parents/ carers to remove the student at the end of 
a term.  This is not exclusion and in such cases, the Principal will assist the 
parent/carer in placing the student in another school. 

 
15.0 Removal from Vision Studio School for Other Reasons 
 
15.1 The Principal may send a student home, after consultation with that student’s 

parents/carers and a health professional as appropriate, if the student poses 
an immediate and serious risk to the health and safety of other students and 
staff, for example because of a diagnosed illness such as a notifiable disease.  
This is not an exclusion and should be for the shortest possible time. 

 
16.0 Procedure for Appeal 
 
16.1 If parents/carers wish to appeal the decision to exclude, the matter will be 

referred to the Chair of Governors.  Two Governors, who were not involved in 
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the initial decision to exclude, will acknowledge the complaint 
and schedule a hearing to take place as soon as practicable and normally 
within five days. 

 
16.2 Records relating to the decision to exclude and the parents/carers’ complaint 

will be copied to all parties not later than two days prior to the hearing. In no 
circumstances, however, will Vision Studio School or its staff be required to 
divulge to parents/carers or others any confidential information on or the 
identities of students or others who have given information, which has led to 
the exclusion or which the Principal has acquired during an investigation. 

 
16.3 The parents/carers may be accompanied to the hearing by one other person.  

This may be a relative, teacher or friend. Legal representation will not 
normally be appropriate.  If possible, the members of the Governors will 
 resolve the parents/carers’ complaint without the need for further 
investigation. Where further investigation is required, the Governors will 
decide how it should be carried out. After due consideration of all the facts 
they consider to be relevant, the Governors will reach a decision on whether 
to uphold or rescind the exclusion or they may make other recommendations.  
This decision will be made within ten days of the hearing. 

 
16.4 The Chair of Governors will write to the parents/carers informing them of the 

decision and the reasons for it. The decision of the Chair of Governors will be 
final. The findings of the Governors and, if any, recommendations will be sent 
in writing to the parents/carers and the Principal.  
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                    Appendix 1 

Stage 1 ‐   Learning and Personal Coach 

Examples of Behaviour  Examples of Sanction/s 

 Disrupting learning 
 Lack of equipment 
 Late to lesson  

 Verbal warning 

 Recorded on SIMs 

 Coaching Conversation 

 Move place 

 Make up time 

Stage 2  ‐ Learning and Personal Coach 

Examples of Behaviour  Examples of Sanction/s 

 Repetition of Stage 1 in the same day 
 Inappropriate dress  
 Incomplete homework 
 Lack of effort and progress in lesson 
 Use of inappropriate language 
 Disrespectful behaviour towards staff/students 
 Defiance 

 Break time detention (15 
minutes) 

 Phone call home 

 Recorded on SIMS 

 Coaching Conversation 

Stage 3 ‐ Lead Learning/Personal Coach 

Examples of Behaviour  Examples of Sanction/s 

 Repetition of Stage 2 in the same day 
 Failure to attend Stage 2 detention 
 Disrespectful to staff 
 Failure to hand in coursework 
 Unauthorised absence from work placement 
 Persistent lack of effort and progress in lesson 
 Inappropriate use of ICT/mobile devices/Social 

Media 

 Lunchtime detention (45 
minutes) 

 Recorded on SIMs 

 Coaching Conversation ‐Placed 
on SIMs report 

 Letter home 

 Temporary ICT restriction 

Stage 4  ‐ Senior Leadership Team 

Examples of Behaviour  Examples of Sanction/s 

 Repetition of Stage 3 in the same day 
 Swearing at or about a member of staff 
 Failure to attend Stage 3 detention 
 Truancy 
 Theft or Vandalism (cost incurred by learner) 
 Bullying, fighting, violent or intimidating 

behaviour 
 Discriminatory comments (e.g. homophobic) 
 Poor behaviour on yellow/amber BSP 
 Behaviour that compromises the safety and 

Safety of others 

 Removed from lesson by “on call” 
Senior Leader 

 ½ ‐ 1 day internal exclusion 

 Coaching Conversation – Placed on 
Red report 

 Recorded on SIMs 

 Afterschool detention 

 Communication with home – 
parents/carers invited to meet with 
SLT 
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Stage 5  ‐ Principal 

Examples of Behaviour  Examples of Sanction/s 

 Persistent Stage 4 behaviour 
 Assault or other criminal offences e.g. 

possession of a weapons or controlled 
substance 

 Persistent poor behaviour on amber BSP 

 Fixed term to Permanent exclusion 

 Parent/carer meeting with Principal
 

 

 


