Suspension & Exclusion Template Letters

1. From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 5 school days or fewer in one term and where a public examination is not missed.
2. From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 5 school days or fewer in one term but where the number of school days has accumulated to 6 to 15 school days in one term.
3. From head teacher (or teacher in charge of PRU) notifying parent when a new suspension has been issued following straight on from a previous suspension and which brings the suspension to 6 to 15 consecutive school days in one term. 
NOTE: a further suspension may be issued in exceptional circumstances, usually where further evidence has come to light.
4. From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 6 to 15 school days in one term.
5. From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 16 school days or more in one term (individual suspension or accumulation).
6. From head teacher (or teacher in charge of PRU) notifying parent when a new suspension has been issued immediately following a previous and which brings the exclusion to 16 or more consecutive school days in one term.
7. From the clerk to the governors' committee (or clerk to PRU management committee) to parent upholding a suspension.
8. From head teacher (or teacher in charge of PRU) notifying parent of a permanent exclusion.
9. From head teacher (or teacher in charge of PRU) notifying parent of the date of the governors' meeting.
10.  From head teacher (or teacher in charge of PRU) notifying parent of the decision to withdraw an exclusion.
11.  From the clerk of the governors' committee (clerk to PRU management committee) to parent upholding a permanent exclusion.
12.  From clerk to the governors' committee (clerk to PRU management committee) notifying the parent of reinstatement – permanent exclusion not upheld.
13.  From the head teacher (or teacher in charge of PRU) notifying home LA of pupil's permanent exclusion.
Model letter 1

From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 5 school days or fewer in one term and where a public examination is not missed.
 
Dear [parent's name]

[child's name] [date of birth]

I am writing to inform you of my decision to suspend [child's name] for a fixed period of [specify period]. This means that [he/she] will not be allowed in school for this period. The suspension starts on [date] and ends on [date]. Your child should return to school on [date].
 
I realise that this suspension may well be upsetting for you and your family, but the decision to suspend [child's name] has not been taken lightly. [child's name] has been suspend for this fixed period because [reason for suspension].

You have a duty to ensure that your child is not present in a public place in school hours during this suspension on [specify dates] unless there is reasonable justification for this. I must advise you that you may be prosecuted or receive a penalty notice from the local authority if your child is present in a public place during school hours on the specified dates. It will be for you to show reasonable justification.

 
We will set work for [child's name] during this suspension and would ask you to ensure that the work is completed and returned promptly to school for marking. [specify the arrangements for this]. 

You have the right to make representations about this suspension to the [governing body/PRU management committee]. If you wish to make representations please contact [name of contact] on/at [contact details — address, phone number, email], as soon as possible. Whilst the [governing body/PRU management committee] is not required to meet and has no power to direct reinstatement, they must consider any representations you make and may place a copy of their findings on your child's school record.
At the meeting you have the right to be accompanied by a friend or representative. Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

 
You should also be aware that if you think the suspension relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal http://www.justice.gov.uk/tribunals/send/appeals Making a claim would not affect your right to make representations to the governing body/PRU management committee. 

[paragraph below is optional]

You and [child's name] are requested to attend a reintegration interview with me at [time] on [date] at [place]. The purpose of the reintegration interview is to discuss how best your child's return to school can be managed.
  
You have the right to see and have a copy of your child's school record. I will be happy to supply you with a copy if you request it but due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy. There may be a charge for photocopying.

For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.
· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


Yours sincerely.

[name]

Headteacher (or teacher in charge of PRU)

Copy to:

Chair of governors/PRU management committee
District Inclusion Officer

Child's school file

Model letter 2 

From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 5 school days or fewer in one term but where the number of school days has accumulated to 6 to 15 school days in one term.
 
Dear [parent's name]

[child's name] [date of birth]
 
I am writing to inform you of my decision to suspend [child's name] for a fixed period of [specify period]. This means that [he/she] will not be allowed in school for this period. The suspension starts on [date] and ends on [date]. Your child should return to school on [date].
 
I realise that this suspension may well be upsetting for you and your family, but my decision to suspend [child's name] has not been taken lightly. [child's name] has been suspended for this fixed period because [reason for suspension].

You have a duty to ensure that your child is not present in a public place in school hours during this suspension on [specify dates] unless there is reasonable justification for this. I must advise you that you may be prosecuted or receive a penalty notice from the local authority if your child is present in a public place during school hours on the specified dates. It will be for you to show reasonable justification.

  
We will set work for [child's name] during this suspension and would ask you to ensure that the work is completed and returned promptly to school for marking. [specify the arrangements for this].
 
You have the right to make representations about this suspension to the [governing body/PRU management committee]. As the number of school days [child's name] has been suspended has accumulated to more than five school days in a term, the [governing body/PRU management committee] must meet if you request it to do so. The latest date by which the [governing body/PRU management committee] must meet, if you request a meeting, is [specify date — no later than the 50th school day after the date on which the governing body were notified of this suspension]. If you do wish to make representations to the [governing body/PRU management committee] please contact [name of contact] on/at [contact details — address, phone number, email], as soon as possible. 

At the meeting you have the right to be accompanied by a friend or representative. Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

Please advise if you have a disability or special needs which would affect your ability to attend or take part in a meeting at the school. Also, please inform [contact] if it would be helpful for you to have an interpreter present at the meeting.
 
You should also be aware that if you think the suspension relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal http://www.justice.gov.uk/tribunals/send/appeals Making a claim would not affect your right to make representations to the governing body/PRU management committee.

[paragraph below is optional]

You and [child's name] are requested to attend a reintegration interview with me at [time] on [date] at [place]. The purpose of the reintegration interview is to discuss how best your child's return to school can be managed.
  
You have the right to see and have a copy of your child's school record. I will be happy to supply you with a copy if you request it but due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy. There may be a charge for photocopying.
 
For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


[child's name]'s suspension expires on [date] and we expect [child's name] to be back in school at [time] on [date].
 
Yours sincerely
 [Name]
Headteacher (or teacher in charge of PRU)
cc. Clerk to governors' committee (or clerk to PRU management committee)
    District Inclusion Officer

    Child's school file

Model letter 3 

From head teacher (or teacher in charge of PRU) notifying parent when a new suspension has been issued following straight on from a previous suspension and which brings the suspension to 6 to 15 consecutive school days in one term. NOTE: a further suspension may be issued in exceptional circumstances, usually where further evidence has come to light.
 
Dear [parent's name]
[child's name] [date of birth]
 
I am writing to inform you of my decision to issue a further suspension of [child's name] for [specify period] which follows on immediately from my previous letter dated [insert date of previous letter]. This means that [he/she] will not be allowed in school for this period which will begin immediately after the first suspension ends. The further suspension starts on [date] and ends on [date]. Your child should return to school on [date].
 
I realise that this suspension may well be upsetting for you and your family, but my decision to suspend [child's name] has not been taken lightly. [child's name] has been suspend for this fixed period because [reason for suspension].

From the [sixth school day of the pupil's suspension] [specify date] until the expiry of this suspension we [school or for PRUs the local authority] will provide suitable full-time education.  [child's name] should attend [give name and address of the alternative provider] at [specify the time — this may not be identical to the start time of the home school] until [specify the finish time, also include where relevant, any times for morning and afternoon sessions] and report to [staff member's name]. [If applicable — say something about transport arrangements from home to the alternative provider]
 
You have the right to make representations about this suspension to the [governing body/PRU management committee]. As the number of school days [child's name] has been suspended has accumulated to more than five school days in a term, the [governing body/PRU management committee] must meet if you request it to do so. The latest date by which the [governing body/PRU management committee] must meet, if you request a meeting, is [specify date — no later than the 50th school day after the date on which the governing body were notified of this suspension]. If you do wish to make representations to the [governing body/PRU management committee] please contact [name of contact] on/at [contact details — address, phone number, email], as soon as possible. 

At the meeting you have the right to be accompanied by a friend or representative. Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

Please advise if you have a disability or special needs which would affect your ability to attend or take part in a meeting at the school. Also, please inform [contact] if it would be helpful for you to have an interpreter present at the meeting.
 
You should also be aware that if you think the suspension relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal http://www.justice.gov.uk/tribunals/send/appeals Making a claim would not affect your right to make representations to the governing body/PRU management committee.

[paragraph below is optional]

You and [child's name] are requested to attend a reintegration interview with me at [time] on [date] at [place]. The purpose of the reintegration interview is to discuss how best your child's return to school can be managed.
  
You have the right to see and have a copy of your child's school record. I will be happy to supply you with a copy if you request it but due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy. There may be a charge for photocopying.
 
For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


[child's name]'s suspension expires on [date] and we expect [child's name] to be back in school at [time] on [date].
 
Yours sincerely

[Name]
Headteacher (or teacher in charge of PRU)
cc. Clerk to governors' committee (or clerk to PRU management committee)
    Education Inclusion Officer

    Child's school file

Model letter 4 

From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 6 to 15 school days in one term.
 
Dear [parent's name]

[child's name] [date of birth]
 
I am writing to inform you of my decision to suspend [child's name] for a fixed period of [specify period]. This means that [he/she] will not be allowed in school for this period. The suspension starts on [date] and ends on [date]. Your child should return to school on [date].
 
I realise that this suspension may well be upsetting for you and your family, but my decision to suspend [child's name] has not been taken lightly. [child's name] has been suspension for this fixed period because [reason for suspension].


You have a duty to ensure that your child is not present in a public place in school hours during the first five school days of this suspension, that is on [specify dates] unless there is reasonable justification for this. I must advise you that you may be prosecuted or receive a penalty notice from the local authority if your child is present in a public place during school hours on the specified dates. It will be for you to show that there is reasonable justification.
  
For the first five school days of the suspension we will set work for [child's name] and would ask you to ensure that the work is completed and returned promptly to school for marking. [specify the arrangements for this]

 
From the [sixth school day of the pupil's suspension] [specify date] until the expiry of this suspension we [For PRUs the local authority] will provide suitable full-time education. [Set out the arrangements if known at the time of writing. Please note that full time education can be provided from the first day of the suspension]. On [date] [child's name] should attend [give name and address of the alternative provider] at [specify the time — this may not be identical to the start time of the home school] and report to [staff member's name]. [If applicable — say something about transport arrangements from home to the alternative provider] [if not known say that the arrangements for suitable full-time education will be notified shortly by a further letter]

 
You have the right to make representations about this suspension to the [governing body/PRU management committee]. As the period of this suspension is more than five school days in a term the [governing body/PRU management committee] must meet if you request it to do so. The latest date by which the [governing body/PRU management committee] must meet, if you request a meeting, is [specify date — no later than the 50th school day after the date on which the discipline committee were notified of this suspension]. If you do wish to make representations to the [governing body/PRU management committee] please contact [name of contact] on/at [contact details — address, phone number, email], as soon as possible. 

At the meeting you have the right to be accompanied by a friend or representative. Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

Please advise if you have a disability or special needs which would affect your ability to attend or take part in a meeting at the school. Also, please inform [contact] if it would be helpful for you to have an interpreter present at the meeting.
 
You should also be aware that if you think the suspension relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal http://www.justice.gov.uk/tribunals/send/appeals Making a claim would not affect your right to make representations to the governing body/PRU management committee.

[paragraph below is optional]

You and [child's name] are requested to attend a reintegration interview with me at [time] on [date] at [place]. The purpose of the reintegration interview is to discuss how best your child's return to school can be managed.
 
You have the right to see and have a copy of your child's school record. I will be happy to supply you with a copy if you request it but due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy. There may be a charge for photocopying.
 
For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 

[child's name]'s suspension expires on [date] and we expect [child's name] to be back in school at [time] on [date].
 
Yours sincerely

[Name]
Headteacher (or teacher in charge of PRU)
cc. Clerk to governors' committee (or clerk to PRU management committee)
   Education Inclusion Officer
   Child's school file

Model letter 5 

From head teacher (or teacher in charge of PRU) notifying parent of a suspension of 16 school days or more in one term. (individual suspension or accumulation)
 
Dear [parent's name]

[child's name] [date of birth]
 
I am writing to inform you of my decision to suspend [child's name] for a fixed period of [specify period]. This means that [he/she] will not be allowed in school for this period. The suspension starts on [date] and ends on [date]. Your child should return to school on [date].
 
I realise that this suspension may well be upsetting for you and your family, but the decision to suspend [child's name] has not been taken lightly. [child's name] has been suspended for this fixed period because [reason for suspension].
 
You have a duty to ensure that your child is not present in a public place in school hours during the first five school days of this suspension, that is on [specify dates] unless there is reasonable justification for this. I must advise you that you may be prosecuted or receive a penalty notice from the local authority if your child is present in a public place during school hours on the specified dates. It will be for you to show that there is reasonable justification.


For the first five school days of the suspension we will set work for [child's name] and would ask you to ensure this work is completed and returned promptly to school for marking. [specify the arrangements for this]
 
[if the individual suspension is for more than five days]
From the [sixth school day of the pupil's suspension] [specify date] until the expiry of this suspension we [For PRUs the local authority] will provide suitable full-time education. [Set out the arrangements if known at the time of writing. Please note that full time education can be provided from the first day of the suspension].  On [date] [child's name] should attend [give name and address of the alternative provider] at [specify the time — this may not be identical to the start time of the home school] and report to [staff member's name]. [If applicable — say something about transport arrangements from home to the alternative provider] [if not known say that the arrangements for suitable full time education will be notified shortly by a further letter]
You have the right to make representations about this suspension to the [governing body/PRU management committee]. As the length of the suspension is more than 15 school days (or) [As the number of school days [child's name] has been suspended has accumulated to more than 15 school days in one term], the [governing body/PRU management committee] must meet to consider the suspension. The latest date on which the [governing body/PRU management committee] must meet is [insert date — no later than 15 school days from the date the governing body is notified]. If you wish to make representations to the [governing body/PRU management committee] please contact [name of contact] on/at [contact details — address, phone number, email], as soon as possible. You will, whether you choose to make representations or not, be notified by the Clerk to the [governing body/PRU management committee] of the time, date and location of the meeting. 

At the meeting you have the right to be accompanied by a friend or representative. Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

Please advise if you have a disability or special needs which would affect your ability to attend or take part in a meeting at the school. Also, please inform [contact] if it would be helpful for you to have an interpreter present at the meeting.
 
You should also be aware that if you think the suspension relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal http://www.justice.gov.uk/tribunals/send/appeals Making a claim would not affect your right to make representations to the governing body/PRU management committee.

[paragraph below is optional]

You and [child's name] are requested to attend a reintegration interview with me at [time] on [date] at [place]. The purpose of the reintegration interview is to discuss how best your child's return to school can be managed.
 
You have the right to see and have a copy of your child's school record. I will be happy to supply you with a copy if you request it but due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy. There may be a charge for photocopying.


For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


[child's name]'s suspension expires on [date] and we expect [child's name] to be back in school at [time] on [date].
 
Yours sincerely
 
[Name]
Headteacher (or teacher in charge of PRU)
cc. Clerk to governors' committee (or clerk to PRU management committee)
      Education Inclusion Officer
      Child's school file

Model letter 6
From head teacher (or teacher in charge of PRU) notifying parent when a new suspension has been issued immediately following a previous and which brings the suspension to 16 or more consecutive school days in one term.
 
Dear [parent's name]

[child's name] [date of birth]
 
I am writing to inform you of my decision to issue a further suspension of [child's name] for a further period of [specify period]. This means that [he/she] will not be allowed in school for this period which will begin immediately after the first suspension ends. The suspension starts on [date] and ends on [date]. Your child should return to school on [date].
 
I realise that this suspension may well be upsetting for you and your family, but my decision to suspend [child's name] has not been taken lightly. [child's name] has been suspended for this fixed period because [reason for suspension].

From the [sixth school day of the pupil's suspension] [specify date] until the expiry of this suspension we [for PRUs the local authority] will provide suitable full-time education.  [child's name] should attend [give name and address of the alternative provider] at [specify the time — this may not be identical to the start time of the home school] until [specify the finish time, also include where relevant, any times for morning and afternoon sessions] and report to [staff member's name]. [If applicable — say something about transport arrangements from home to the alternative provider]

You have the right to make representations about this suspension to the [governing body/PRU management committee]. As the number of school days [child's name] has been suspended has accumulated to more than 15 school days in one term, the [governing body/PRU management committee] must meet to consider the suspension. The latest date on which the [governing body/PRU management committee] must meet is [insert date — no later than 15 school days from the date the governing body is notified]. If you wish to make representations to the [governing body/PRU management committee] please contact [name of contact] on/at [contact details — address, phone number, email], as soon as possible. You will, whether you choose to make representations or not, be notified by the Clerk to the [governing body/PRU management committee] of the time, date and location of the meeting. 

At the meeting you have the right to be accompanied by a friend or representative. Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

Please advise if you have a disability or special needs which would affect your ability to attend or take part in a meeting at the school. Also, please inform [contact] if it would be helpful for you to have an interpreter present at the meeting.
 
You should also be aware that if you think the suspension relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal http://www.justice.gov.uk/tribunals/send/appeals Making a claim would not affect your right to make representations to the governing body/PRU management committee.

[paragraph below is optional]

You and [child's name] are requested to attend a reintegration interview with me at [time] on [date] at [place]. The purpose of the reintegration interview is to discuss how best your child's return to school can be managed.
 
You have the right to see and have a copy of your child's school record. I will be happy to supply you with a copy if you request it but due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy. There may be a charge for photocopying.


For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


[child's name]'s suspension expires on [date] and we expect [child's name] to be back in school at [time] on [date].
 
Yours sincerely

[Name]
Headteacher (or teacher in charge of PRU)
cc. Clerk to governors' committee (or clerk to PRU management committee)
    Education Inclusion Officer

    Child's school file

Model letter 7
From the clerk to the governing body (clerk to PRU management committee) to parent upholding a suspension
Dear [parent's name]

Re: [child's name] [date of birth]

The meeting of the [governing body/PRU management committee] at [school] on [date] considered the decision by [head teacher/teacher in charge] to suspend [child's name]. The governing body, after carefully considering the representations made and all the available evidence, has decided to uphold [child's name]'s suspension.

The reasons for the [governing body's/PRU management committee's] decision are as follows: [give the reasons in as much detail as possible, explaining how they were arrived at]

There is no further right of representation about this suspension and a copy of this letter will be placed on your child's curriculum record. 

For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


Yours sincerely,
[Name]

Clerk to the governors' committee (or clerk to PRU management committee)

cc. Headteacher (or teacher in charge of PRU)
      Education Inclusion Office 
      Child’s school file

Model letter 8
From head teacher (or teacher in charge of PRU) notifying parent of a permanent exclusion.
 
Dear [parent's name]

[child's name] [date of birth]
 
I regret to inform you of my decision to permanently exclude [child's name] with effect from [date]. This means that [child's name] will not be allowed in [this school/this PRU] unless [he/she] is reinstated by the governing body/the discipline committee [or PRU management committee] or by the recommendation of a review panel.
 
I realise that this exclusion may well be upsetting for you and your family, but the decision to permanently exclude [child's name] has not been taken lightly. [child's name] has been suspended because [reasons for the exclusion — include any other relevant previous history].


You have a duty to ensure that your child is not present in a public place in school hours during the first five school days of this exclusion, that is on [specify dates] unless there is reasonable justification for this. I must advise you that you may be prosecuted or receive a penalty notice from the local authority if your child is present in a public place during school hours on the specified dates. It will be for you to show that there is reasonable justification.
 
Alternative arrangements for [child's name]'s education to continue will be made. For the first five school days of the exclusion we will set work for [child's name] and would ask you to ensure this work is completed and returned promptly to school for marking. From the sixth school day of the exclusion onwards — i.e. from [specify the date] the local authority [give the name of the authority] will provide suitable full-time education. 
 
[Where pupil lives in a local authority other than the excluding school's local authority] I have also today informed [name of officer] at [name of local authority] of your child's exclusion and they will be in touch with you about arrangements for [his/her] education from the sixth school day of exclusion. You can contact them at [give contact details].
 
You have the right to make representations about this decision to the [governing body/PRU management committee] and ask them to reinstate your child. As this is a permanent exclusion the [governing body /PRU management committee] must meet to consider it. The [governing body/PRU management committee] have the power to reinstate your child immediately or from a specified date, or, alternatively, they have the power to uphold the exclusion in which case you may ask for the decision to be reviewed by an Independent Review Panel. The latest date by which the [governing body/PRU management committee] must meet is [specify the date — the 15th school day after the date on which the governing body/PRU management committee was notified of the exclusion]. If you wish to make representations to the [governing body/PRU management committee] please contact [name of contact] on/at [contact details — address, phone number, email], as soon as possible. You will, whether you choose to make representations or not, be notified by the Clerk to the [governing body/PRU management committee] of the time, date and location of the meeting. 

At the meeting you have the right to be accompanied by a friend or representative. Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

Please let us know if you have a disability or special needs which would affect your ability to attend the meeting. Also, please inform [contact] if it would be helpful for you to have an interpreter present at the meeting.
 
You should also be aware that if you think the exclusion relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to the First Tier Tribunal http://www.justice.gov.uk/tribunals/send/appeals Making a claim would not affect your right to make representations to the governing body/PRU management committee.

You have the right to see and have a copy of your child's school record. I will be happy to supply you with a copy if you request it but due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy. There may be a charge for photocopying.

 
For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 



 
Yours sincerely 

[Name]
Headteacher (or teacher in charge of PRU)
cc.   Clerk to governors' committee (or clerk to PRU management committee)
        Education Inclusion Officer

        Child's school file

Model letter 9
From head teacher (or teacher in charge of PRU) notifying parent of the date of the governors' meeting
 
Dear [parent's name]

[child's name] [date of birth]
I refer to my letter dated [date of letter informing parent of exclusion] and wish to inform you that the [governors/management committee] will meet to review my decision on [time and date] at [location].
You are invited to attend this meeting and you may bring a friend or representative with you.  Taking into account your child's age and understanding, [he/she] may also attend the meeting to speak on [his/her] own behalf and is entitled to bring a friend. Alternatively, your child may wish to communicate [his/her] views by other means.

If you wish to attend please contact [name of contact] on/at [contact details — address, phone number, email] or alternatively please complete and return the reply slip at the bottom of this letter.

The following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 



Yours sincerely 

[Name]
Headteacher (or teacher in charge of PRU)
----------------------------------------------------------------------------------------------------------------------------------

To: Headteacher [name and address of school/PRU]

[child's name] [date of birth]

Meeting of [governing body/PRU management committee] on [insert time and date] to review headteacher's decision to exclude [child's name] from school

I wish/ do not wish* to attend the meeting to review my child's exclusion.  

I will/ will not be* accompanied by a friend and/or representative. (if applicable)

My child will/will not be* attending. (if applicable)  

My child will/ will not be* accompanied by a friend and/or representative. (if applicable)

* please delete as applicable

Signed: ...........................................................................................  Date: .......................................

Model letter 10
From head teacher (or teacher in charge of PRU) notifying parent of the decision to withdraw an exclusion
Dear [parent's name]

[child's name] [date of birth]

Further to my decision to permanently exclude PUPIL with effect from DATE, I am writing to inform you of my decision to withdraw your child's permanent exclusion. 
This will mean that the permanent exclusion will be removed from [child's name]'s school record. 

The re-integration meeting is planned for date and time. 
If you would like to meet with the headteacher to discuss this further, please contact the school to arrange this. 

As we notified the local authority of the permanent exclusion, a copy of this letter has been sent to the Inclusion Team for Staffordshire County Council to inform them that the permanent exclusion has been withdrawn.

For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm
· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


I would be grateful if you could complete the attached acknowledgement form and return it to me. I would like to wish you and [child's name] best wishes for the future.

Yours sincerely.

[name]

Headteacher (or teacher in charge of PRU)

Copy to:

Chair of governors / PRU management committee
Education Inclusion Officer

Child's school file

--------------------------------------------------------------------------------------------------------------------  

To: Headteacher [name and address of school/PRU]

[child's name] [date of birth]

I acknowledge receipt of your letter regarding your decision to withdraw the exclusion

Name: ..................................................................................  Date: .................................

 


Model letter 11
From the clerk to the governing body (clerk to PRU management committee) to parent upholding a permanent exclusion

Dear [parent's name]

[child's name] [date of birth]

The meeting of the [governing body/ PRU management committee] at [school] on [date] considered the decision by [head teacher/teacher in charge] to permanently exclude your son/daughter [child's name]. The [governing body/PRU management committee], after carefully considering the representations made and all the available evidence, has decided to uphold [child's name]'s exclusion.

The reasons for the [governing body/PRU management committee]'s decision are as follows: [give the reasons in as much detail as possible, explaining how they were arrived at.]

You have the right to request a review of the governors' decision. If you wish to request a review, please notify the Staffordshire Education Exclusion Review Panel. You must set out the reasons for your request in writing, either by letter or by completing the enclosed form and send the request to: 

The Independent Review Panel Administrator
Legal Services Unit

Staffordshire County Council

1 Staffordshire Place

Stafford

ST16 2DH
Please note that your letter/form informing the Review Panel of your request must be delivered by no later than [specify the latest date - 15th school day after receipt of this letter and even if letter goes by 1st Class post, allow two days for delivery] and it would be advisable to obtain proof of posting of your letter/form.
If you have not lodged a request for a review by [repeat latest date], you will lose your right to a review.  

Please advise the Review Panel if you have a disability or any needs which would affect your ability to attend the hearing. Also, please inform the Review Panel if it would be helpful for you to have an interpreter present at the hearing.

Regardless of whether your child has recognised special educational needs, you have a right to require the local authority / academy trust to appoint an SEN expert to attend the review. There would be no cost to you and the SEN expert is there to provide impartial advice to the panel on how special educational needs might be relevant to the exclusion.  Please indicate on your letter/form whether or not you wish for an SEN expert to be appointed.

If you consider that your child's special educational needs are relevant to the exclusion, please refer to this in your request for a review.

The review will be heard by an Independent Review Panel (IRP). The IRP will rehear all the facts of the case and if you have fresh evidence, which you have not previously provided to the school or the governing body, you may present it at the hearing. The IRP must meet no later than the 15th school day after the date on which you made your request. In exceptional circumstances the IRP may adjourn the hearing until a later date.

In determining your review, the IRP can make one of three decisions. 

· they may uphold exclusion decision;

· they may recommend that the [governing body/PRU management committee] reconsiders their decision; or

· they may quash the [governing body/PRU management committee]’s decision and direct that the [governing body/PRU management committee] considers the exclusion again. 

In addition to the right to apply for a review by an IRP, if you believe that the exclusion has occurred as a result of discrimination, you may make a claim under the Equality Act 2010 to the First-tier Tribunal (Special Educational Needs and Disability), in the case of disability discrimination, or the County Court, in the case of other forms of discrimination. A claim of discrimination made under these routes should be lodged within six months of the date on which the discrimination is alleged to have taken place e.g. the day on which your child was suspended. The First-tier Tribunal or County Court has the power to direct that your child should be reinstated.
For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 



The arrangements currently being made for [pupil's name]'s education will continue. [specify details here if known].

Yours sincerely 

[name]
Clerk to the governing body (or clerk to PRU management committee)
cc. Headteacher (or teacher in charge of PRU)
      Education Inclusion Officer
      Child's school file

Model letter 12

From clerk to the governors' committee (clerk to PRU management committee) notifying the parent - exclusion not upheld 















Dear [parent's name]

[child's name] [date of birth]

The meeting of the [governing body/ PRU management committee] at [school] on [date] considered the decision by [head teacher] to exclude [child's name]. The [governing body/PRU management committee], after carefully considering the representations made and all the available evidence, has decided not to uphold [child's name]'s exclusion.

The reasons for the [governing body's/ PRU management committee's decision] are as follows: [give the reasons in as much detail as possible, explaining how they were arrived at]

Your child may therefore return to school on [time & date] [if applicable].  A copy of this letter will be placed on [his/her] curriculum record.   Please note that it is not possible to delete all record of this exclusion having been imposed, but the child’s file will make it clear that it was subsequently overturned by the governors.

For your information the following sources of advice are available to you.

· Education Inclusion Officer, NAME
Email: XXX  Telephone: XXX
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· ACE education can be reached on 0300 0115 142 on Monday to Wednesday from 10am to 1pm during term time. Information can be found on the website: http://www.ace-ed.org.uk/
· Staffordshire SENDIASS Family Partnership are Staffordshire’s Special Educational Needs and Disabilities Information, Advice and Support Service. They provide free, impartial, confidential advice and support to parents and carers of children and young people with special educational needs and disabilities. They can be contacted on 01785 356921, email to sfps@staffordshire.gov.uk or visit the website for more information https://www.staffs-iass.org/  

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities.

· Statutory guidance on suspensions and exclusion can be found here: https://www.gov.uk/government/publications/school-exclusion 


Yours sincerely,
[Name]

Clerk to the governors' committee (or clerk to PRU management committee)

cc. Headteacher (or teacher in charge of PRU)
      Education Inclusion Office   

      Child’s school file
[image: image1.emf] 


APPLICATION FOR 
INDEPENDENT EXCLUSION REVIEW PANEL HEARING
	DETAILS OF THE EXCLUDED PUPIL

	Name:

Date of birth:

Address:



	DETAILS OF THE PERSON REQUESTING THE REVIEW

	Name:

Address:
Relationship to the pupil:

PLEASE NOTE: All parents of a child are entitled to attend and make representations at an exclusion review panel hearing. Please therefore provide below details (including name, address and relationship to the pupil) of any other person with whom we should correspond regarding the review.


	DETAILS OF THE EXCLUDING SCHOOL

	Name:

Is the school an Academy? YES/NO/NOT SURE (please circle)
Address or general location:

Date of permanent exclusion (if known):


	ATTENDANCE AT THE REVIEW HEARING

	Will you be attending the hearing in person?                           YES/NO


	If “YES”
· Please provide a telephone number below on which we can contact you to make arrangements. If you fail to turn up when we are expecting you and we don’t know how to contact you to find out why you can no longer attend, it is likely that the hearing will go ahead in your absence.

Tel:
	If “NO”
· Will someone be attending on your behalf?  If so, please provide details, including a daytime contact telephone number: 

	You are entitled to bring a friend or representative along with you to the hearing.  If you do intend to bring someone with you then please provide his/her details (name, title and address) and indicate their relationship i.e. friend or representative, also provide telephone and email details together with name of the organisation.   (Please note that the Panel’s permission will be required if you intend to bring more than one person):


	The excluded pupil is entitled to attend the review hearing in person, or to make a statement to be read out at the hearing. Please indicate below whether or not the excluded pupil will be attending 
YES                                                       NO


	SPECIAL EDUCATIONAL NEEDS

	You are entitled to request a Special Educational Needs (SEN) expert to attend the review panel hearing.  The SEN expert is there to provide impartial advice to the Independent Review Panel.  
Would you like to request a SEN expert to attend the review panel hearing?
YES                                                                         NO


	REASONS FOR REQUESTING THE REVIEW

	(Please note that you will have the opportunity to explain your reasons in greater detail at a later date)



Send to:  The Independent Review Panel Administrator, Legal Services Unit,
Staffordshire County Council, 1 Staffordshire Place, Stafford, ST16 2DH
(It would be advisable to obtain proof of posting of this form)
Model letter 13
From the head teacher (or teacher in charge of PRU) notifying home LA of pupil's permanent exclusion.

Dear [colleague]

[child's name] [date of birth]

I am writing to inform you that I have had to permanently exclude [child's name] from school with effect from [date]. [child's name] resides in your Local Authority area at:

 [address of child]

[child's name] has been excluded because [reasons for the exclusion — include any other relevant previous history here].


[if known] The governors are due to meet on [date]. The clerk to the governors will notify you of the result of the governors' meeting in due course.

You may wish to contact the Education Inclusion Officer [contact details — address, email] Telephone Office:  01785 278810 for further information.

Yours sincerely,
[Name]

Headteacher (or teacher in charge of PRU)
cc. Clerk to governors’ committee (or clerk to PRU management committee)
      Education Inclusion Officer
      Child’s school file




Staffordshire Education Exclusion Review Panel 
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