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Misbehaviour in class 
 

Relatively Minor e.g. 
lateness, missing 
books, chatter 

Class Teacher to deal, 
Entered on Apollo at 
appropriate level: 
- Held on record  
- Standard 
 

Pupil sent to HoD for 
departmental 
punishment or HoF 
sanctions, entered on 
Apollo 

Pupil is sent to Director of 
Studies who notifies Tutor / 
Housemaster, takes 
appropriate action and makes 
entry on Apollo (Saturday 
Sanctions) 

Academic failure 
 

Failure to 
complete work 

Teacher to deal 
Pupil completes the 
work in detention the 
same day, or in house 
that evening  – 
entered on Apollo. 

Further failure to 
produce work. 

Senior Tutor issues: 
 
Subject report card 
Green report card  
  
or if more serious,  
Blue report card  
 

Continued failure: 
pupil sees Deputy Head / 
Headmaster and is put 
on a Red report card, 
probable suspension if 
failure continues.  

Any further incidents will, 
after consultation with Tutor, 
Housemaster and Director of 
Studies will be sent to the 
Headmaster 

Cheating in 
exams or 

coursework 

More serious, repeated 
offences  (e.g. swearing, 
rudensss) or pupil 
removed from class 

Very serious incident / pupil 
refuses to behave – HoD/HoF 

consults Housemaster who 
may invoke further sanctions 

Pupil sees HoD/HoF who 
notifies Tutor + 
Housemaster and takes 
appropriate action – 
normally a HoD/HoF 
Detention 

Pattern of failure 
emerging or 
inadequate TWO 
performance, 
Tutor+ 
Housemaster 
consult. 
Sanctions can be 
added 

Director of Studies sees 
offender 

Further repetition or 
failure to improve 

6.2.6 
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Uniform / Dress 

Non-uniform, scruffy dress -  
standard on Apollo. 

Blatant, persistent scruffiness -  
pupil put on Uniform report card 

Further offence – pupil sent to 
Senior Master. 

Pupil Absence 
Unauthorised absence 
recorded on Apollo  

Authorised absence with no 
master i/c, and involving missing 
lessons or a night away from 
school 

Housemaster 
investigates and 
punishes 
accordingly 

Recorded on 
Apollo by 
relevant staff 

Authorised absence 

Nihil obstat obtained from 
Housemaster, relevant signatures 
sought and final signature by 
Headmaster or Deputy Head 48 hours 
before departure. 

Parents emailed 
/ contacted by 
Housemaster 

Day 
pupil 
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Lesser offences 
(e.g. untidiness, 
boorishness) 

Dealt with by member of 
staff. 
Entered on Apollo at the 
relevant level by staff: 
- Held on record 
- Standard 
May sometimes warrant a 
morning’s sanctions 

Reported to Housemaster and 
Senior Master 

Headmaster’s Sanctions or 
further sanctions as 

appropriate 

Extremely serious or 
repeated offence may 
lead to suspension 

Pupil sees Headmaster; 
pupil + parents see 
Headmaster on return to 
school. 

Housemaster investigates 

Very serious offences  
(e.g. smoking, drinking) 

Cutting activities, other more 
serious offences (e.g. minor 

dishonesty, rudeness) 

Sanctions as appropriate Further offence may lead 
to required removal or 

expulsion by Headmaster 

Staff that are uncertain of 
which action to take – report 
the incident to the 
Housemaster / Senior Master.  
This may then be escalated. 

Misbehaviour outside the classroom 

Reported by staff on Apollo, 
or e-mail to Housemaster 
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