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Unacceptable Conduct Policy

Portway Infant School is a place where children, their parents/carers and our staff are entitled
to feel safe and free from harm or abuse. Relationships between staff and parents/carers
should demonstrate mutual respect and reflect the shared responsibility for pupils’ wellbeing.

The vast majority of parents, carers and visitors to our school demonstrate positive
behaviour. However, on rare occasions, individuals behave in a way which is unacceptable.
This can include aggressive behaviour, verbal or physical abuse, or harassment towards
members of staff or members of the wider school community. Abusive behaviour towards
school staff or other members of the school community will not be tolerated. We follow our
School Communication Charter which is available on the website and also contained at
Appendix 1 of this policy.

If a parent/carer behaves in an aggressive, harassing or otherwise abusive manner towards a
member of the school community, the headteacher or a member of Senior Leadership Team
(SLT) will initially seek to resolve the situation through discussion and mediation. If the
parent/carer wishes to do so, the school’'s complaints procedure may also be implemented.

Incidents of unacceptable conduct or threatening/violent behaviour may be documented by staff
on an incident report form. The template of this form is available at Appendix 2. Where
appropriate, a risk assessment may also be undertaken in order to identify and assess any
potential risk to staff or wider school community members and to determine and implement an
appropriate course of action.

Where all procedures in the School Communication Charter have been exhausted, and
aggression or intimidation continues, or where there is an extreme act of violence or
aggression, a parent or carer may be banned by the headteacher from the school premises
for a period of time, subject to review.

In imposing a ban, the following steps will be taken,

¢ the parent/carer will be informed, in writing Appendices 3 and 4, that they are
banned from the premises, subject to review, and what will happen if the ban is
breached, e.g., that police involvement or an injunction application may follow

e where an assault has led to a ban, a statement indicating that the matter has been
reported to the local authority and the police will be included

e the chair of the governing body will be informed of the ban

e where appropriate, arrangements for pupils being delivered to, and collected from
the school gate will be clarified

Should a parent/carer attend school grounds while a ban‘is in place, the school may call the
police to remove the person under Section 547 of the Education Act 1996.
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Appendix 1

School Communication Charter

Communication between home and school is vital to good communications and for the well-
being of pupils, parents, carers and staff. This Charter sets out how communication will be
managed to make sure it is productive.

In addition to parents’ evenings, school events, etc., there may be occasions when parents or
carers wish to communicate with the school directly with questions or information related to their
child. If an emergency situation arises, it is important that you contact us as soon as possible
and explain what has or is happening.

To ensure that communication is effective the following principles will be applied.

Our commitment as a school
We will:
e ensure that there is regular, proactive communication about your child’'s achievement
and wellbeing
e respond to emails, phone calls or requests for meetings (sent via the office) usually
within 2 — 3 working days or, as necessary, acknowledge receipt of an email and confirm
that a fuller response will follow
o if there is an urgent matter, the office team will ask an appropriate member of staff to
deal with the issue as soon as possible
o display polite, professional conduct at all times

Our expectations of parents and carers
You will:

e ensure that any communication with the school, whether verbally, by email or telephone,

is polite and respectful

e make use of information channels in place, such as the school website, Class Dojo,

texting service and “Take Home Tuesday” emails for keeping up to date with routine
information

e give an outline of what the issue is, to make sure the query is directed to the right person

e use the office email admin@portwayi.derby.sch.uk or school telephone number 01332

550702 as the first point of contact. Your request will be forwarded to the appropriate
staff member.

e contact the school office for any matter requiring a timely response and not to use Class
Dojo as these messages may not responded to by the teacher in the time frame you
require
ensure your emails are brief and clear
refrain from sending multiple emails regarding the same query
limit the number of people you send an email about a query
understand that a teacher or member of staff may be unable to respond on the same day
on which a query is made
e understand that teachers or other school staff will not respond outside of school hours,

i.e., evenings or weekends




If there is an in-person meeting, everyone must show mutual respect. The meeting will focus on
resolving the issues that are relevant to that family or pupil.

No offensive language, insults or personal attacks on school staff will be tolerated. If any such
incidents occur, the meeting or call can be terminated with immediate effect.

A parent, carer or the school may only record a meeting or conversation with the express
permission of all parties to that call or meeting.

The constraints on school resources make it essential that parents and carers use authorised
school procedures in order to avoid diverting time and attention that must be invested directly in
pupils’ learning and wellbeing.

Please note that unreasonable, abusive or offensive communication is unacceptable, and the
school reserves the right to address any such problems as they feel are appropriate. This can
include restricting correspondence to a specified email address, using a single person as a
point of contact or using hard copy post and/or by placing restrictions on phone calls. Parents
and carers have an implied licence to enter a school site, in cases where behaviour is
inappropriate, threatening or argumentative, this licence can be revoked.

If a response has been given to a query, unless matters change, further responses will not be
sent.

Our aim is to ensure that all communications and discussions about pupils and their families are
positive and move matters forward in a mutually respectful manner.



Appendix 2

Unacceptable Conduct or Behaviour Incident Report Form

Recording date

Recording time

Witness name
School job title (if applicable)

Date of incident

Time of incident

Name of individual(s)

Incident location

Incident details

Outcome/planned action




Appendix 3 Warning Before Imposing Ban

Portway Infant School
Woodlands Road, Allestree, Derby, DE22 2HE
Telephone: 01332 550702
email: admin@portwayi.derby.sch.uk
Headteacher: Lisa McSherry, B.Ed.Hons

INSERT NAME
ADDRESS
POSTCODE

DATE
Dear XXXX

| have received a report about your unacceptable behaviour on DATE(S) when | have been
informed that you [SUMMARY OF INCIDENT(S), INCLUDING EFFECT UPONS STAFF,
PUPILS OR OTHER PARENTS].

| must inform you that Portway Infant School will not tolerate conduct of this nature on its
premises and will act to defend its teachers, members of staff, students and their parents, and
other members of the school community.

Therefore, | am writing this letter as a formal warning. If | receive a further report of
unacceptable conduct from you, | will have no option but to instigate the school’s formal
procedure to withdraw your permission to enter or be on the premises of Portway Infant
School.

A copy of the School Communication Charter to remind you of acceptable behaviour has been
attached along with our policy for Unacceptable Conduct.

| should warn you that, if your permission to enter or be on school premises is withdrawn, you
can be removed from the premises by a police officer and you may be prosecuted under
Section 547 of the Education Act 1996. If convicted under that section, you will be liable to a
fine of up to £500.00 and have a criminal conviction recorded against you.

If you have any concerns about the school which have led to your unacceptable conduct, you
should raise these with the school in accordance with the school's Complaints Policy, a copy of
which is attached for your consideration.

Yours sincerely,

Mrs Lisa McSherry
Headteacher



Appendix 4 Imposing an Interim Ban

Portway Infant School
Woodlands Road, Allestree, Derby, DE22 2HE
Telephone: 01332 550702
email: admin@portwayi.derby.sch.uk
Headteacher: Lisa McSherry, B.Ed.Hons

INSERT NAME
ADDRESS
POSTCODE

DATE
Dear XXX

Further to my warning letter dated [DATE], | have received a further report about your unacceptable
behaviour on [DATE] when it was alleged that you [SUMMARY OF INCIDENT, INCLUDING EFFECT
UPON STAFF, PUPILS OR OTHER PARENTS].

Portway Infant School will not tolerate behaviour of this nature on its premises and will act to defend its
teachers, members of staff, students and their parents, and other members of the school community. |
am therefore instructing you that, for a temporary period, you are not to enter or be on the school's
premises. If you do not comply with this instruction, | shall arrange for a police officer to remove you
from the premises, and you may be prosecuted under Section 547 of the Education Act 1996. If
convicted under this section, you are liable to a fine of up to £500.00 and a criminal conviction will be
recorded against you.

The withdrawal of permission for you to enter or be on the school premises takes effect
immediately. The Chair of Governors will need to decide whether my decision should be confirmed.
Before the review of my decision takes place, you have the opportunity to provide in writing any
comments of your own in relation to the report of your conduct. These comments may include any
concerns about the school which led to your unacceptable behaviour, expressions of regret on your part
and any assurances you are prepared to give about your future good conduct.

To enable the Chair of Governors to review my decision at an early stage, you are asked to send any
written comments you wish to make within 5 school days from the date of this letter, by [DATE]. The
Chair of Governors will review my decision within 10 school days of the date of this letter, whether or
not any written comments are received from you.

If, after considering your written comments, the Chair of Governors takes the view that my decision
should be confirmed, you will be provided with written details of when a further review of the decision
will take place.

Until the review has taken place, you may bring your son/daughter/children to school and collect
him/her/them at the end of the school day. Nevertheless, you must not go beyond the school gate or
cross the boundary of the school premises.

If you wish to raise a complaint regarding this matter, please do so in line with the school’s Complaints
Policy, a copy of which is attached for your consideration.

Yours sincerely,

Mrs Lisa McSherry
Headteacher
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Whistleblowing

Portway Infant School is committed to tackling fraud and other forms of malpractice and treats
these incidents very seriously. Portway Infant School is committed to creating a climate of trust
and openness so that a person with a genuine concern or suspicion can raise the matter with
full confidence that the matter will be appropriately considered and resolved. The policy below
outlines the way in which staff members who have concerns can raise issues, anonymously if
required.

The Whistleblowing Policy exists to ensure that any member of staff may report, to an
independent third party, a suspected incidence of malpractice within the school, anonymously if
desired and without fear of any form of retaliation that might adversely affect their position or
working conditions within the school.

Staff are often the first to notice possible wrongdoing within an organisation. Examples of
malpractice might be,
e inappropriate use of finances
wrongful tender procedures
incorrect financial record keeping
decision making for financial gain
inappropriate use of school assets or funds
abuse of position
any criminal activity
e fraud or deceit
Information regarding these examples can be found in the Financial Manual for Schools, a copy
if available in the school office.

Most concerns are likely to be of a relatively minor nature and can, and should, be resolved
through normal channels. Staff wishing to raise a specific concern are encouraged to first
discuss their concern openly with the headteacher. If a member of staff does not feel
comfortable raising concerns in this way, then issues may be raised via the Chair of Governors
c/o Portway Infant School. Concerns can be raised by phone, letter or in person. Letters should
be marked ‘private and confidential’ and may be signed or not.

The Whistleblowing Policy recognises however that a member of staff may have a legitimate
concern about the presence of malpractice within the organisation, but for whatever reason,
may not wish to raise their concerns through the normal channels outlined above. The school
recognises that there must be a procedure for airing a concern about suspected malpractice
through an independent party, anonymously if necessary.

Such concerns about suspected malpractice within the school should therefore be addressed
to:

Emily Feenan, Monitoring Officer

emily.feenan@derby.gov.uk

01332 643611




The Governors guarantee that as a result of such a concern being raised either directly or
through the independent external organisation (Derby City Council named above), as
appropriate they will:

e Delegate a committee of governors and/or senior staff to carry out an internal enquiry
with an independent Chair where appropriate

e Ensure that no members of such a committee have been named or otherwise identified

in the original complaint

Ensure such enquiries are carried out speedily and thoroughly

Endeavour to support in good faith whatever external enquiries are made

Ensure that no member of staff will suffer as a result of raising a concern.

Ensure no retaliation occurs in the form of demotion, penalty of worsening of working

conditions

Retain the right to refer the matter to Derby City Council, or the Police as appropriate

Keep records of investigations and actions taken

Report back as and to whom they see fit in the circumstances

Inform the whistleblower of the outcome of any investigations

Confidentiality

The governors recognise that some members of staff may want to raise a concern in confidence
under this policy and efforts shall be made to maintain confidentiality wherever possible.
However, in some circumstances it may be obvious who has raised the concern or filed a
report, or the investigation itself may lead to a point where a statement is required or the
individual is called upon to provide evidence. In circumstances where maintaining complete
confidentiality hinders the truth or where disclosure may be required under law or regulation, the
school governors cannot guarantee the confidentiality of the reporting member of staff.

Whereas the governors will support the right of any member of staff to raise a concern
concerning malpractice and safeguard the position of any person making such a complaint in
good faith, these safeguards would not be applicable where a complaint had been made
maliciously or without any reasonable basis.

Any member of the governing body or staff taking any form of reprisal against a member of staff
making a complaint will themselves face appropriate disciplinary action.

Point of contact at Derby City Council is;
Monitoring officer

Emily Feenan

01332 643611
emily.feenan@derby.gov.uk

Potential Whistleblowers can gain independent advice from,
Public Concern at Work

CAN Mezzanine

7-14 Great Dover Street

London

SE14YR

02074038823

whistle@pcaw.org.uk
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