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1 Principle 
At Sawtry Village Academy our intention is to educate students within a moral, spiritual and cultural 
context. We expect that students will show through their actions that they know what constitutes 
appropriate behaviour and that they understand what is expected of them and respond accordingly. We 
value behaviour which is considerate and courteous, where individuals can relate well to each other.  

 
The staff will work in partnership with parents to help students develop high levels of discipline in order 
that a proper regard for authority is developed. We aim to ensure that students take responsibility for their 
own actions appropriate to their age and maturity. 
  
2 Aims 
We aim to create an inclusive, caring, learning environment in the Academy by: 

• creating a supportive working environment where excellent levels of learning can be achieved 
• making explicit and to maintain the standards of behaviour we expect 
• creating a positive approach to discipline that will prepare students for life-long learning and the 

world of work 
• stating the means by which we will work to achieve high standards through positive approaches to 

behaviour management 
• using praise and encouragement as a means of developing self-esteem and reinforcing desired 

behaviour. 
• supporting school leaders in ensuring that correct decisions are made when apportioning sanctions 

and rewards to student behaviours. 
 
3  Expectations  
We expect that every member of the Academy community will act with courtesy and consideration for 
others at all times, always acting in a socially responsible manner. The overall image of the Academy is 
very much created by the way our students present themselves in the local community. With the support 
of teachers and parents, students need to realise how important it is to be seen as sensible and mature 
young individuals aiming to achieve the best for themselves and the Academy. 
 
3.2 This means that everyone should: 

• act according to the stated Aims and Values of the Academy 
• always try to understand the point of view of other people 
• move sensibly about the Academy 
• always speak politely, calmly and appropriately to everyone 
• keep the Academy environment clean and tidy. 

 
3.3 We will not tolerate: 

• Violent or threatening behaviour 
• Inappropriate language or swearing 
• Refusal to follow instructions and defiance 
• Racism or any other form of prejudice 
• Dangerous behaviours 
• Disruption to other people’s Learning 

 
4 Roles and Responsibilities 
4.1 Academy Councillors  
The Academy Council will establish, in consultation with the Principal, staff and parents, a Statement for 
the promotion of desired behaviour and keep it under review. The Academy Council, Principal and staff 
will ensure there is no differential application of the policy and procedures on any grounds, particularly 
ethnic, culture, religion, gender, disability or sexuality. Councillors will support the Academy in maintaining 
high standards of desired behaviour of students and staff. 
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4.2 The Principal 
The Principal will be responsible for the implementation and day-to-day management of the policy and 
procedures. They have overall responsibility for ensuring that the policy and procedures are followed, and 
consistently and fairly applied. Mutual support amongst all staff in the implementation of the Behaviour 
policy is essential. They have a responsibility, with the support of the Principal, for creating a high quality 
learning environment, teaching positive behaviour for learning and implementing the agreed policy and 
procedures consistently. 
 
4.3 Teaching staff 
The role of the classroom teacher is pivotal in achieving and maintaining good behaviour. Academy staff 
should display high expectations of both academic and social achievement and, as adults, provide positive 
models of behaviour to our students. 
 
The focus of our behaviour policy is to help teachers manage the more frequently occurring types of 
behavioural problems which can inhibit effective learning for all students. We build on existing good 
practices ensuring that teachers know the code of conduct set out for students.  
 
We expect teachers to adopt a range of strategies when responding to instances of poor behaviour. 
Interventions need to be carefully judged by teachers based on knowledge of individual students or class 
groups. 
 
4.4 Parents / Carers 
Parents/Carers know the values of the Academy when they apply for admission for their children. They 
will be expected, encouraged and supported to take responsibility for the behaviour of their child both 
inside and outside the Academy. The Academy will encourage parents to work in partnership with the 
Academy to assist it in maintaining high standards of desired behaviour and they are encouraged to raise 
with the Academy any issues arising from the operation of the policy.  
 
Reinforcement of our values occurs in all publications and in meetings of both large and small gatherings 
between staff and parents. We work towards a shared understanding with parents of what is acceptable 
behaviour and expect parents to support us in this. We ask parents/carers to ensure their children are 
punctual, attend regularly, bring the necessary equipment to school and also ensure that their homework 
is completed on time. 
 
If a student behaves in such a manner that a criminal offence is committed in school e.g. causing criminal 
damage, the school considers it reasonable for compensation to be paid by parents/carers to cover the 
loss or damage to the school. 
 
4.5 Students 
As soon as students join Sawtry Village Academy, they are inducted into the values held by the Academy 
community. Every aspect of Academy life inculcates a sense of right and wrong, respect for other people, 
and an awareness of the need for honesty, tolerance and self - discipline. These values are re-enforced 
in all lessons, around the Academy, in assemblies, in the work organiser, and in induction programmes. 
 
Students are expected to take responsibility for their own behaviour and will be made fully aware of the 
Academy policy, procedure and expectations. Students will also be encouraged to take responsibility for 
their social and learning environment making it both safe and enjoyable by reporting all undesirable 
behaviour. 
 
These core values and responsibilities are underlined in the Home School Agreement (see appendix A). 
 
5 Rewards ~ Learning Credits 
At Sawtry Village Academy we believe in focusing on positive rather than negative behaviour so students 
become aware of clear limits in order that they learn to make appropriate decisions about behaviour. 
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Recognition of grit and zest in learning is through the award of credits.  Credits are recorded on the 
Academy database with parents being able to see the credits online as, and when, they are awarded.  
Credits are awarded in line with the following guidance: 
 

• Credits may be awarded for grit or zest in learning. 
 

• Credits are for performance within a lesson.  This should be judged against each individual 
student’s potential.  All students should therefore have an equal chance of recognition.  Within 
each lesson, a minimum of 2 credits must be awarded and a maximum of 5. 

 
• Credits may only be awarded one at a time.  Once given it cannot be taken back later and will not 

carry over from one academic year to the next.   
 

• Each House must display on their Reward Board, an on-going tally of Credits within the House and 
publicly acknowledge and celebrate these achievements through assemblies each week.  Tutors 
will also celebrate each week with their tutor groups. 

   
• When a student achieves the requisite number of net credits (credits minus behaviour points), the 

SSA and Tutor should inform the Senior Tutor who will arrange for the award of the appropriate 
pin badge in assembly.   

 
a. 25 Credits = Bronze Award and postcard home 
b. 50 Credits = Silver Award and postcard home 
c. 100 Credits = Gold Award and postcard home 
d. 150 Credits = Diamond Award and postcard home 

 
• Pin Badges are recorded, and they are specifically for receipt of credits and no distinction is made 

between grit and zest. 
 

Learning Credits & Subject Reward 
Boards 

Level (net) Rewarded by (dated) 

Awarded in Lessons 25 Credits Postcard home + bronze pin badge (house 
logo) 

Awarded for Grit 
Zest 

50 credits Postcard home + silver pin badge (house 
logo) 

100 credits Postcard home + gold pin badge (house 
logo) 

How often Every lesson, every day, 
every teacher 

150 credits Postcard home + diamond pin badge 
(house logo) 

How many Between 2 to 5 per 
lesson 

Celebration In lesson, by Tutor, in assembly 

Subject area Reward Board updated weekly with student of the week – these students will be emailed 
home with a certificate for achieving great work that week 

 
 

6 House Points and Other Celebrations 
• ‘I’ve been great’ tickets will be awarded by all staff at the Academy.  These will be for students who 

have behaved as responsible citizens around the Academy.  Students, once they have received a 
ticket will be able to post their ticket into a post box outside the House office. 

 
• Each week, the Senior Tutor will draw out a ticket in assembly and give the student a mini reward.  

The emphasis on this is ‘little and often’. 
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• Inter-house competitions will run during registration time once a week.  These will be organised by 
each House either through the tutor groups or the Departments.  There will be a new House 
competition each half term. 

 
• ‘Student of the week’ will be celebrated each week through the House Reward Board in each 

House.  This will be linked to the credit system and will be awarded to students who have the most 
credits each week in each House. 

 
• Attendance will be celebrated through the Rewards Board in each House.  This will be a 

competition between forms within each House and public celebration for student attendance. 
 

House Points & other Celebrations Examples Rewarded by 
‘I’ve been great’ 

tickets 
Issued by staff 

Responsible 
citizenship 

Student puts ticket 
in House draw box 

Spontaneous acts such as holding 
doors, helping out, good manners, 

supporting students or staff, care for 
the environment 

Draw in each house 
assembly 

Mini confectionary 
reward. 

Emphasis, little, often 
Inter-House 
competitions 

Organised by 
houses 

Frequency every half term (6 per 
year) 

House points, annual 
cup 

Student of the 
week for each 

house 

Linked to credit 
system 

For attaining the most credits that week  
Reward Board in House area 

Attendance  
Celebration 

Linked to 
attendance data 

For the tutor groups that have the highest level of 
attendance each week. 

100% half term treat to be awarded by Senior Tutor 
Celebration Board in House area 

 
 
 PLEDGES 

• The achievement of students receiving their PLEDGE is considered a highly prized reward.  The 
greatest reward is in achieving the PLEDGE itself.  PLEDGES will be on 3 levels – bronze, silver 
and gold.  Most students are expected to achieve the bronze award.  This will be celebrated with 
a certificate that is awarded in assembly along with a pin badge.  A letter will also go home to 
parents.  

 
Celebrate the 

Achievement of 
PLEDGES 

Celebrated by Presented by 

Bronze Certificate in assembly + bronze pin badge 
(SVA logo) Letter home 

Tutors in Assembly 

Silver Certificate in assembly + silver pin badge 
(SVA logo) Letter home 

Senior Tutors in Assembly 
Group lunch with House Team 

Gold Certificate in assembly + gold pin badge 
(SVA logo) Letter home 

Assistant Principal in Assembly 
Group lunch with Principal for award winners 

 
 
7 Sanctions  
The use of sanctions should be characterised by two features 

• It must be clear to the student why the sanction is being applied 
• It must be made clear to the student what changes in behaviour are required to avoid future 

punishments. 
• All sanctions must be used fairly and consistently. 

 
7.2 Sanctions must be applied in line with the following guidance 
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• Staff discretion is needed which will recognise the age and maturity of students and the particular 
circumstances of each incident as it occurs. 
 

• Discipline in the classroom is the direct responsibility of the subject teacher and the Subject Leads 
in the first instance.  Discipline outside the classroom is the direct responsibility of all teachers, 
working in liaison with the appropriate Tutor and the Senior Tutor. 

 
• In all classrooms, the rules governing classroom expectations are displayed prominently.  All 

teachers are asked to demand adherence to them, in all years (see appendix B). 
 

• All classrooms will have the sanctions processes clearly displayed and explained to students. 
 

• Parental contact will be recorded.  
 

• Incidents of non-compliance should be recorded on the Sims behaviour database. 
 
7.3 Available Sanctions 

• Expressions of disapproval, warnings or verbal reprimand as appropriate by the teacher 
 

• 15 minute detentions to be used at the discretion of the classroom teacher and/or Subject Leads 
 

• Involvement of Subject Leads or Senior Tutor 
Reprimand/warning/other appropriate punishment at the discretion of the Subject Leads or Senior 
Tutor 
 

• Department buddying will take place for persistent low level disruption and staff will follow the 
sanctions process provided (see appendix F) 
 

• If a student receives 3 behaviour points over a 3 week time period, it is the responsibility of the 
teacher/tutor (see appendix E). 
 

• If a student receives between 3-6 behaviour points over a 6 week period, then Subject 
Leads/Senior Tutor intervention will take place. 

 
• A student may be monitored by the Senior Tutor or Subject Leads by the use of a report (see 

appendix C and D). If a student’s behaviour is deemed to be very poor, then a student may be held 
for the entire lunch provided they have been given the time/opportunity to go to the toilet and have 
been escorted to lunch by the teacher responsible for them.   
 

7.4 Targeted Report 
 

• Targeted reports should be seen as an opportunity for students to quickly rectify their behaviour if 
their behaviour is an issue in more than 2 subjects.  It is only to be used as a short term option and 
should be an encouragement for students to publicly show their tutor, Senior Tutor and parents 
that they can do well. 

 
• Targeted reports should have 3 targets.  These targets must be discussed with the students and 

agreed upon with them and their parents.  Teachers measure the students’ success on each of 
those targets by either ticking or crossing the target as appropriate.  Any time a student gets ticks, 
this must be emphasised and encouraged.  Students who get crosses should be sanctioned for 5 
minutes per cross.  If a student accrues 30 minutes in one day, then they should be put in to an 
after school Academy Detention and follow Academy policy on after school detentions. 

 
7.5 Parental Involvement 
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Is encouraged at the discretion of the Senior Tutor or Subject Leads.  Staff should not contact 
home without the prior knowledge of the Subject Leads or Senior Tutor 
 

o Once a student has received a reminder in the lesson and has had the opportunity to rectify 
their behaviour; yet chooses to continue to disrupt teaching and learning, they are to be 
given a 15 minute detention.  The detention is to be held with the teacher setting it.  The 
teacher should ensure this is written in the student planner. 
 

o If a student continues to fail to meet expectations, despite opportunities to rectify their 
behaviour, then they may be set a 30 minute after school detention.  This MUST be 
recorded on Sims in detail (explaining what has occurred in the lesson) and written in the 
student planner.  The student must be spoken to and have it explained to them why they 
have received the after school detention.  During the detention itself, students will have an 
opportunity to reflect upon their behaviour and to explain to staff why they are in the 
detention. 

 
7.6 Academy 30 minute or Hour Detention  

 
o Must start promptly at 3.00 and run for the duration of either 30 minutes or 1 hour.   
o Non-attendance leads to an additional detention or isolation, and the original detention 

unless otherwise agreed by an Assistant Principal.  30 minute detentions automatically lead 
to an hour for failure to attend. 

o Parents must be notified, in writing, in advance and a signature or an email returned.  This 
will be done by TM with the teacher’s name on the bottom of the letter for a 30 minute 
detention. 

o Hour detentions will only be authorised by a Subject Leads or a Senior Tutor.  TM will 
process the letter. (Appendix H) 

o Sims must be filled in to record the detention. 
o Students being detained are recorded on Sims and a list held by TM in the finance office. 

 
• A Subject Lead and Senior Tutor may place a student on a targeted report for an agreed period to 

monitor behaviour and encourage improvement. 
• If a student is on report, the Subject Lead /Senior Tutor must record this on Sims. 

 
7.7 House Isolation 
 

• A student is isolated by a Senior Tutor/Assistant Principal, when other appropriate sanctions have 
been exhausted, or, at the discretion of the Senior Tutor in agreement with an Assistant Principal. 
 

• If a student is on report for 2 or more subjects, then the Senior Tutor will take responsibility and 
‘claim’ that student.  This will be clarified to staff on Sims. 
 

7.8 SMART Isolation 
 

• Full isolation may take place as a step before the application of a fixed term exclusion.  This is at 
the discretion of the Assistant Principal who will decide when this is appropriate.   
 

• Students in full isolation will be in the SMART room and will be escorted for lunch.  Lunch will be 
at a different time than for other students and taken in the House Office.  Work will be brought to 
the student by request from the appropriate SSA, although will be set by classroom teachers.  

 
• Students will not be allowed access to a computer.   
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• Students are expected to complete the Self-Managed Attitude Reflection Time (SMART Form), this 
is collected by the appropriate House SSA. 

 
7.9 Persistent Behaviour Issues 
 

• Students who receive more than 3 Academy detentions over a half term may well be placed onto 
a Personal Support Plan (PSP) which will be led by the Senior Tutor.  This will include fortnightly 
targets for students which involves parental engagement and support.  PSPs will last for 
approximately 10 weeks and no more than 12.  A EHA Form will be put into place alongside the 
PSP if necessary. 

  
• Students who persistently fail to meet the expectations of the Academy will be dealt with by an 

appropriate Assistant Principal.  A PSP and a EHA may have already have been put into place 
before intervention by the Assistant Principal.  Intervention will include parental meetings, a 
consideration of bespoke curriculum, targeted work experience, respite in another school or a 
managed move. 
 

• Students who receive two or more after school detentions in a half term will be required to attend 
a behaviour workshop ran by the appropriate Assistant Principal or Senior Tutor. These may be 
done at lunchtime or after school. 

 
• Temporary / Fixed Term Exclusion (see Exclusion Policy) 

A student is temporarily excluded by the Principal when other sanctions have been exhausted, or, 
if the incident is serious enough to be deemed an appropriate sanction. 
 

• Permanent Exclusion 
A student is permanently excluded by the Principal when all appropriate sanctions have been 
exhausted, and the relationship between the Academy and the student has irretrievably broken 
down.  

  
8 The role of Student Support Assistants 
If Academy expectations are not being met then a range of sanctions can be applied to individual 
circumstances. There are 2 ways in which the Student Support Assistants area can be used; short term 
isolation and inclusion. 
 
8.1 Student Support Office guidelines ~ short term isolation 

• The house area office is designated for students who have been withdrawn from timetabled lessons 
as a result of inappropriate conduct where temporary exclusion is not appropriate.  This decision 
can only be made by a member of the House to which the student belongs.  Students in the isolation 
area will attend only after informing parents. 
 

• Students will have work collected for them to complete and will not normally be allowed access to 
a computer. 

 
• Lunchtimes will be restricted and students will not be allowed any free time.  They will be escorted 

to break and lunch by a member of staff.  Students requiring the toilet will be escorted by a member 
of staff and will not be allowed to leave on their own. 

 
• All students who are in isolation must have this recorded on Sims. 

 
9 Home School Transport 
Home-school transport can be an area of concern primarily because the legal responsibility for the safety 
of students in transit rests with the Contractors who are appointed by the Schools Transportation 
Department to provide the service for parents in the Academy catchment area. 
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This section of the policy sets guidelines which aim to foster co-operation and mutual understanding 
between the Academy, the Schools Transportation, the Contractors and the General Public. 
 
Guidelines:  

• All students and parents to be informed in writing of the Academy’s expectations in respect of 
student conduct on the buses to and from the Academy.  These expectations are in line with the 
Code of Conduct issued by Cambridgeshire County Council. 

 
• The departure of students at 3.00 p.m. will be adequately supervised by Academy staff on duty. 

 
• A senior member of the Academy acts as liaison officer between the Academy and the Schools 

Transportation Department. 
 

• Parents will be informed by the Academy in all cases of serious misconduct on the buses.  
Warnings are to be given about the possible consequences of repeated misconduct. 

 
• Records will be kept of all serious misconduct and the appropriate Senior Tutor informed. 

 
• Normal Academy disciplinary procedures will be used in cases of repeated misconduct, and where 

reliable evidence is forthcoming from the Transportation Department. 
 
10 Conclusion 
There is general acceptance, by Staff and Academy Councillors alike, of the need for positive thinking 
and consistency of approach in all matters relating to Academy discipline and its enforcement.  There is 
an agreement that all teachers have the right to teach, and all students have the right to learn without 
disruption.  Pastoral Care will support students struggling in this, and in gaining knowledge and 
understanding of the student and using various strategies and experience, enable them to be able to go 
back into the classroom in a successful and positive manner. 
 
In addition, this policy allows for reasonable adjustments to be made for students who have special 
educational needs and circumstances and staff have the power to modify sanctions and rewards as 
appropriate. 
 
SLT (October 2017) 
Leadership 
This policy will next be reviewed in October 2018 
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Appendix A 

SAWTRY VILLAGE ACADEMY  
HOME- SCHOOL AGREEMENT 

Parents/Guardians will aim to: 
• Support the values and ethos of Sawtry Village Academy. 
• Communicate with all Academy/School Staff with respect and politeness. 
• Ensure my child attends school every day, on time and properly equipped. 
• Support the school’s behaviour, rewards and sanctions policies. 
• Ensure my child meets the school’s uniform expectations. 
• Attend meetings with my child’s tutor and teachers, scheduled and on request. 
• Support my child in completing his/her homework on time to the best of his/her ability. 
• Encourage my child to take part in clubs and extra-curricular activities. 
• Let the school know of any significant concerns that may affect my child’s work or behaviour. 
• Supply and keep updated current contact details at all times. 
• Read and agree to the Academy’s policies on ICT and e-safety. 

 
Signed …………………………………………………………. 

Sawtry Village Academy will aim to: 
• Provide a healthy, safe and caring learning environment. 
• Establish clear and consistent expectations of teaching and learning. 
• Recognise your child’s individual needs as a learner. 
• Provide an appropriate curriculum to meet the needs of students. 
• Do our utmost to ensure your child achieves his/her full potential as a learner. 
• Celebrate the individual and collective achievements of students. 
• Apply the school’s behaviour and uniform policies consistently and fairly. 
• Provide regular feedback on your child’s attendance, behaviour and attainment. 
• Regularly review your child’s academic performance and provide personalised support and guidance to help them 

achieve. 
• Regularly seek the views of students and parents. 

 
Signed …………………………………………………………. 

 
Student shall aim to: 

• Attend school each day, properly dressed and equipped, ready to learn. 
• Be punctual, arriving at school and lessons on time. 
• Meet the behaviour expectations of Sawtry Village Academy 
• Treat others with respect and politeness at all times, showing respect for others’ ideas and beliefs. 
• Treat the environment with respect and keep it free from litter. 
• Become an independent learner with a positive attitude to study. 
• Regularly discuss my progress with my tutor and teachers; agree personal targets for improvement. 
• Complete all homework set to the best of my ability, to deadlines. 
• Take part in form, House and school events and extra-curricular activities to achieve my Pledges. 
• Behave safely, responsibly and politely when travelling to and from school. 
• Read and agree to the school’s expectations on ICT and e-safety. 
• Will not make disrespectful or negative comments about the Academy or any of the Academy staff on social media 

sites. 
 

Signed ………………………………………………………… 
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Appendix B 
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Appendix C : Department Progress Report 
Department Progress Report 

Student name:     Tutor group:   Date:  
You have been placed on this report due to  

Please note, each cross on this report is a 15 minute detention with the CL/SL.  Thank you. 
Teachers - Please tick or cross and then add your initials - thanks.   

Lesson Number Tick/Cros
s 

Comments box 

  
  
  
Signed by Teacher  
Signed by Parent  
Signed by CL/SL   

 
Lesson Number Tick/Cross Comments box 

  
  
  
Signed by Teacher  
Signed by Parent  
Signed by CL/SL  

 
Lesson Number Tick/Cross Comments box 

 
 

  
  
  
Signed by Teacher  
Signed by Parent  
Signed by CL/SL   

 
Lesson Number Tick/Cross Comments box 

 
 
 

  
  
  
Signed by Teacher  
Signed by Parent  
Signed by CL/SL  

 
Lesson Number Tick/Cross Comments box 

 
 
 

  
  
  
Signed by Teacher  
Signed by Parent  
Signed by CL/SL  

 
Lesson Number Tick/Cross Comments box 

  
  
  
Signed by Teacher  
Signed by Parent  
Signed by CL/SL   
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Appendix D : Student Progress Report 
 

Student Name:  Tutor group:  Date:  
 
Please ask your Parents to sign this sheet every evening and XXXXXXXXX at 13.20pm every day.  Thank you. 
 

Target 1  
 

Target 2  
 

Target 3  
 

Teachers - Please tick or cross and then add your initials. Thank you.   
Monday 1 2 3 4 5 
Target 1      
Target 2      
Target 3      
Signed by Parent  
Signed by Tutor in registration  
Signed by XXXXX at lunch time  

 
Tuesday 1 2 3 4 5 
Target 1      
Target 2      
Target 3      
Signed by Parent  
Signed by Tutor in registration  
Signed by XXXXX at lunch time  

 
Wednesday 1 2 3 4 5 
Target 1      
Target 2      
Target 3      
Signed by Parent  
Signed by Tutor in registration  
Signed by XXXXX at lunch time  

 
Thursday 1 2 3 4 5 
Target 1      
Target 2      
Target 3      
Signed by Parent  
Signed by Tutor in registration  
Signed by XXXXX at lunch time  

 
Friday 1 2 3 4 5 
Target 1      
Target 2      
Target 3      
Signed by Parent  
Signed by Tutor in registration  
Signed by XXXXX at lunch time  
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Appendix E:   Behaviour Points and Sanctions       
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Appendix F:   Behaviour tracking process   
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Appendix G: Academy detention letters 
 
30 Minute Academy Detention 
 
I write to advise you that has been placed in Academy Detention for the following serious breach of 
discipline: Not meeting Academy expectations. 
 
The detention will take place from 15.00–15.30 on Friday …….. in room …...  In the event of ----being 
absent on the day of the detention it will automatically be carried forward to the following week.  You 
are reminded that, it is the parents’ responsibility to arrange for a suitable means for ----- to return 
home.  If you have any queries regarding this detention please do not hesitate to contact me at the 
Academy.  

I shall be grateful if you would sign and return the reply slip below. 
 
Yours sincerely 
 
 
 
Teacher 
 

 
Academy Detention reply slip:   please return to the House Office 
 
 
I acknowledge receipt of the letter regarding the Academy Detention on Friday……..  
 
Signature of Parent/Carer: …………………………………………….  Date: …………………………. 
 
NB: Copies of this letter have been sent home with and by post.  It is not necessary to return both reply 
slips.
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Appendix: H 

 
Dear Mr and Mrs  
 
Name of student : Reg group - 60 Minute Academy Detention 
 
I write to advise you that name of student has been placed in a 60-minute Academy Detention for the 
following serious breach of discipline:  
 

Reason for detention 
 
The detention will take place from 15.00 – 16.00 on Friday date 2017.  Name of student is to report to 
Learning Support at 15.00pm.  In the event of Name of student being absent on the day of the detention, it 
will automatically be carried forward to the following week.  You are reminded that, it is the parents’ 
responsibility to arrange for a suitable means for Name of student to return home.  If you have any queries 
regarding this detention, please do not hesitate to contact me at the Academy.  

I shall be grateful if you would sign and return the reply slip below. 
 
Yours sincerely 
 
 
 
 
HOD/ST/AP name issuing detention 
HOD/Department 
 

 
Academy Detention reply slip:   please return to Mrs Milne in the finance office 
Name of student reg group 
 
 
I acknowledge receipt of the letter regarding the Academy Detention on date  
 
 
 
Signature of Parent: …………………………………………….  Date: …………………………. 
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