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 It is the policy of Banks Road Infant and Nursery School to try to deal with all 
behavioural issues in an active, positive way, employing a wide range of 
strategies, including those specifically designed to avoid such issues reaching 
the point of exclusion. (See Relationships and Behaviour Regulation 
Policy).The decision to exclude a pupil must be lawful, reasonable and fair. 
Schools have a statutory duty not to discriminate against pupils on the basis 
of protected characteristics, such as disability or race. 
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Legislation and statutory guidance 

This policy is based on statutory guidance from the Department for Education: Suspension and 

permanent exclusion from maintained schools, academies and pupil referral units in England, 

including pupil movement - from September 2023.  

It is based on the following legislation, which outlines schools’ powers to exclude pupils: 

 Section 51a of the Education Act 2002, as amended by the Education Act 2011 
 The School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012 

In addition, the policy is based on: 

 Part 7, chapter 2 of the Education and Inspections Act 2006, which sets out parental 
responsibility for excluded pupils 
 Section 579 of the Education Act 1996, which defines ‘school day’  
 The Education (Provision of Full-Time Education for Excluded Pupils) (England) Regulations 2007, 
as amended by The Education (Provision of Full-Time Education for Excluded Pupils) (England) 
(Amendment) Regulations 2014 
 The Equality Act 2010 
 Children and Families Act 2014 
 The School Inspection Handbook, which defines ‘off-rolling’ 

 
Purpose of the policy 

We are committed to following all statutory exclusions procedures to ensure that every child 

receives an education in a safe and caring environment. 

Our school aims to: 

 Ensure that the exclusions process is applied fairly and consistently 

 Help governors, staff, parents and pupils understand the exclusions process 

 Ensure that pupils in school are safe and happy 

 Prevent pupils from becoming NEET (not in education, employment or training) 

 Ensure all fixed term exclusions and permanent exclusions are carried out lawfully 

 

We will not fixed term exclude or exclude a pupil unlawfully by telling or forcing them to leave, or 
not allowing them to attend school without following the statutory procedure contained in the 
School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012, or formally recording 
the event.  

Any fixed term exclusion or exclusion will be made on disciplinary grounds, and will not be made: 

 Because a pupil has special educational needs and/or a disability (SEND) that the school feels 
unable to support, or 

 Due to a pupil’s poor academic performance, or 

 Because the pupil hasn’t met a specific condition, such as attending a reintegration meeting 

 

https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/school-exclusion
https://www.legislation.gov.uk/ukpga/2002/32/section/51A
http://www.legislation.gov.uk/ukpga/2011/21/contents/enacted
http://www.legislation.gov.uk/uksi/2012/1033/made
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2
http://www.legislation.gov.uk/ukpga/1996/56/section/579
http://www.legislation.gov.uk/uksi/2007/1870/contents/made
http://www.legislation.gov.uk/uksi/2014/3216/contents/made
http://www.legislation.gov.uk/uksi/2014/3216/contents/made
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/2014/6/contents/enacted
https://www.gov.uk/government/publications/school-inspection-handbook-eif
https://www.legislation.gov.uk/uksi/2012/1033
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Principles  
 
1) Exclusion is a sanction used by the school only in cases deemed as serious breaches of the School 
Relationship and Behaviour Regulations Policy. A student may be at risk of exclusion from school for:  

- Verbal or physical assault of a student or adult;  

- Persistent and repetitive disruption of lessons and other students’ learning;  

- Extreme misbehaviour which is deemed outside the remit of the normal range of sanctions.  
 
2) A Fixed Term Exclusion from the school can only be authorised by the Head Teacher or one of the 
Assistant Head Teachers acting on their behalf. If none are available to authorise the exclusion a 
decision should be deferred until the opportunity for authorisation is available.  
 
3) In the case of a Permanent Exclusion this can only be authorised by the Head Teacher and must 
only be done after consulting the Chair of Governors of the intention to impose this sanction, 
although the final decision rests with the Head Teacher of the school.  
 
4) The school seeks to reduce the number of incidents leading to exclusions by promoting a positive 
atmosphere of mutual respect and discipline within the school.  
 
5) The school regularly monitors the number of Fixed Term Exclusions to ensure that no group of 
students is unfairly disadvantaged through their use and that any underlying needs of individuals are 
being fully met.  
 
Notification of an Exclusion  
 

1) From 22.12.2017, schools must report NCC of any permanent or fixed term exclusion via the 
online exclusions forms 

2) Parents will be notified as soon as possible of the decision to exclude a student and the 
reason for the exclusion. This will be done on the day of the exclusion being authorised by 
either direct phone contact or a face-to-face meeting. A written confirmation of the 
reason(s) for the exclusion will be sent to parents the same day.  

3) In the case of a Permanent Exclusion parents will be notified by the Head Teacher in a face-
to-face meeting.  

4) A student who has been excluded will have the reason for his/her exclusion explained to 
them by a member of staff so that they understand the nature of their misbehaviour.  

5) The school will also work to put in place a programme for the pupil on his/her return. This 
will include input from staff at the school, parents, if appropriate, and any other appropriate 
bodies. Should it be decided for whatever reason that the matter needs to be put in the 
hands of another agency i.e. the incident leads to the discovery that there is a child 
protection issue, the school will continue to monitor the situation and work closely with that 
agency. It is hoped that in most cases following an exclusion, the child will be able to return 
to school and that further input will promote in him/her a more positive attitude and a 
subsequent improvement in behaviour. 

6) The Chair of Governors, LA Officer and relevant school staff will be notified of all Fixed Term 
Exclusions the same day of the production of the exclusion letter, which they will receive a 
copy of; it will clearly outline the reasons for the exclusion.  

7) If a Pupil with a social worker is at risk of fixed term exclusion or permanent exclusion, the 
head teacher will inform the social worker as early as possible. 
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If a Pupil who is a looked-after child (LAC) is at risk of fixed term exclusion or exclusion, the 
head teacher will inform the VSH as early as possible 
This is in order to work together to consider what factors may be affecting the pupil’s 
behaviour, and what further support can be put in place to improve the behaviour. 

8) If the head teacher decides to fix term or permanently exclude a pupil with a social worker/a 
pupil who is looked after, they will inform the pupil’s social worker/the VSH, as appropriate, 
without delay, that: 
o They have decided to fix term or permanently exclude the pupil 
o The reason(s) for the decision 
o The length of the fixed term exclusion or, for a permanent exclusion, the fact that it is 

permanent 
o The fixed term exclusion or permanent exclusion affects the pupil’s ability to sit a 

National Curriculum test or public exam (where relevant) 
o They have decided to cancel a fixed term exclusion or permanent exclusion, and why 

(where relevant) 
The social worker/VSH will be invited to any meeting of the governing board about the 
fixed term exclusion or permanent exclusion. This is so they can provide advice on how the 
pupil’s background and/or circumstances that may have influenced the circumstances of 
their fixed term exclusion or permanent exclusion. The social worker should also help 
ensure safeguarding needs and risks and the pupil’s welfare are taken into account.   

Cancelling fixed term and permanent exclusions 

The head teacher may cancel a fixed term or permanent exclusion that has already begun, or one 
that has not yet begun, but only where it has not yet been reviewed by the governing board. Where 
there is a cancellation: 

 The parents governing board and LA will be notified without delay 

 Where relevant, any social worker and VSH will be notified without delay 

 The notification must provide the reason for the cancellation 

 The governing board’s duty to hold a meeting and consider reinstatement ceases 

 Parents will be offered the opportunity to meet with the head teacher to discuss the 
cancellation, which will be arranged without delay 

 The pupil will be allowed back in school without delay 

Any days spent out of school as a result of any exclusion, prior to the cancellation, will count towards 
the maximum of 45 school days permitted in any school year. 

A permanent exclusion cannot be cancelled if the pupil has already been excluded for more than 45 
school days in a school year or if they will have been so by the time the cancellation takes effect. 

 

Providing education during the first 5 days of a fixed term exclusion or permanent exclusion 

During the first 5 days of affixed term exclusion, if the pupil is not attending alternative (AP) 

provision, the head teacher will take steps to ensure that achievable and accessible work is set and 

marked for the pupil. Online pathways such as may be used for this. If the pupil has a special 



BANKS ROAD INFANT AND NURSERY SCHOOL 

“A Home for Learning, Laughing, Caring and Trying” 

 
 

4 | P a g e  
 

educational need or disability, the head teacher will make sure that reasonable adjustments are 

made to the provision where necessary. 

If the pupil is looked after or if they have a social worker, the school will work with the LA to arrange 

AP from the first day following the fixed term or permanent exclusion. Where this isn’t possible, the 

school will take reasonable steps to set and mark work for the pupil, including the use of online 

pathways. 

Students Returning from a Fixed Term Exclusion  
 
1) All students returning from a Fixed Term Exclusion are required to attend a reintegration meeting, 
accompanied by a parent. This meeting will seek to establish practical ways in which further 
exclusion can be avoided and behaviour modified to acceptable standards in partnership between 
student, parent and school.  
 
Permanent Exclusions  
 
A school will usually only permanently exclude a child as a last resort, after trying to improve the child's 
behaviour through other means. However, there are exceptional circumstances in which a Head 
Teacher may decide to permanently exclude a pupil because of ongoing issues or even for a 'one-off'’ 
incident. 
 
If your child has been permanently excluded, be aware that: 
 

 the school's governing board is required to review the Head Teacher's decision and  you  
may meet with them to explain your views on the exclusion  

 if the governing board confirms the exclusion, you can appeal to an independent appeal 
panel organised by the local authority  

 the school must explain in a letter how to lodge an appeal  

 the local authority must provide full-time education from the sixth day of a permanent 
exclusion  

The governing board 

Considering fixed term exclusions and permanent exclusions 

Responsibilities regarding fixed term exclusion and permanent exclusions are delegated to the Pupil 

and Personnel committee consisting of at least 3 governors.  

This committee has a duty to consider parents’ representations about a fixed term exclusion or 

permanent exclusion. It has a duty to consider the reinstatement of a fixed term or permanently 

excluded pupil  in certain circumstances. 

Within 14 days of receiving a request, the governing board will provide the secretary of state and the 

LA with information about any fixed term exclusions or exclusions within the last 12 months. 
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For any fixed term exclusion of more than 5 school days, the governing board will arrange suitable 

full-time education for the pupil. This provision will begin no later than the sixth day of the fixed 

term exclusion.  

Monitoring and analysing exclusions data 

The governing board will review, challenge and evaluate the data on the school’s use of fixed term 

exclusion and permanent exclusion, off-site direction to alternative provision, and managed moves. 

The governing board will consider: 

 How effectively and consistently the school’s behaviour policy is being implemented 
 The school register and absence codes 
 Instances where pupils receive repeat fixed term exclusion 
 Interventions in place to support pupils at risk of fixed term or permanent exclusion 
 Any variations in the rolling average of permanent exclusions, to understand why this is 
happening, and to make sure they are only used when necessary  
 Timing of moves and permanent exclusions, and whether there are any patterns, including any 
indications which may highlight where policies or support are not working 
 The characteristics of fixed term and permanently excluded pupils, and why this is taking place 
 Whether the placements of pupils directed off-site into alternative provision are reviewed at 
sufficient intervals to assure that the education is achieving its objectives and that pupils are 
benefiting from it 
 The cost implications of directing pupils off-site 

 

Appeals  
All correspondence regarding an exclusion from the school will inform parents of their right to 
appeal to the Governing Board against the decision to exclude. This procedure is clearly set out in 
the statutory guidance. The person who should be contacted to initiate an appeal is the Clerk to the 
Governors.  
 
 
Relationship to other school policies  
The Exclusion Policy should be read in tandem with the school’s Relationships and Behaviour 
Regulation Policy as well as other relevant school policies, particularly the Special Educational Needs 
Policy and the Disability and Equality Scheme.  
The DfE “Exclusion from maintained schools, academies and pupil referral units in England. A guide 
for those with legal responsibilities in relation to exclusion”. 
 
Monitoring and Review  
1) The impact of this policy will be reviewed by the governors’ Pupil and Personnel sub-committee.  
 
2) The Head Teacher will provide the Committee with regular monitoring reports which will help it to 
evaluate the effectiveness of the policy and procedures.  
 
3) The policy and procedures will be reviewed and amended in the light of such evaluation and in 
consultation with representatives of all key stakeholders.  
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THE POLICY WILL BE REVIEWED ANNUALLY. 

DATE OF REVIEW BY GOVERNING BOARD:  
July 2016 
July 2018 
July 2021 
July 2023 
March 2024 
 
 

This policy was reviewed and ratified by the Pupil and Personnel committee in March 2024. 
 
Signed:      Chair of Governors_______________________________ 
 
Date:  _________________ 
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MODEL LETTER 1 

Dear [Parent's Name] 

I am writing to inform you of my decision to exclude [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 exclusion 

begins/began on [date] and ends on [date]. 

  

I realise that this exclusion may well be upsetting for you and your family, but the decision to 

exclude [Child's Name] has not been taken lightly. [Child's Name] has been excluded for this fixed 

period because [reason for exclusion]. 

[for pupils of compulsory school age] 

You have a duty to ensure that your child is not present in a public place in school hours during this 

exclusion on [specify dates] unless there is reasonable justification for this. I must advise you that 

you may receive a penalty notice from the local authority if your child is present in a public place 

during school hours on the specified dates. If so, it will be for you to show reasonable justification. 

We will set work for [Child's Name] to be completed on the days specified in the previous paragraph 

as school days during the period of his/her exclusion when you must ensure that he/she is not 

present in a public place without reasonable justification. [detail the arrangements for this]. Please 

ensure that work set by the school is completed and returned to us promptly for marking. 

You have the right to make representations about this decision to the governing board/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 

board/management committee 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. 

  

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/guidance/courts-and-

tribunals/tribunals/send/index.htm).  

  

[This paragraph applies to all fixed period exclusions of primary-aged pupils and may be used for 

fixed period exclusions of up to 5 days of secondary aged pupils if the head teacher chooses to 

hold a reintegration interview.] 

You [and your child or pupil's name] are requested to attend a reintegration interview with me 

[alternatively, specify the name of another staff member] at [place] on [date] at [time]. If that is 

not convenient, please contact the school [within the next ten days] to arrange a suitable 

alternative date and time. The purpose of the reintegration interview is to discuss how best your 

child's return to school can be managed [not for parents of secondary aged pupils]. Failure to 

attend a reintegration interview will be a factor taken into account by a magistrates' court if, on 

future application, they consider whether to impose a parenting order on you. 
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You also have the right to see a copy of [Child's Name]'s school record. Due to confidentiality 

restrictions, you will need to notify me in writing if you wish to be supplied with a copy of [Child's 

Name]'s school record. I will be happy to supply you with a copy if you request it. There may be a 

charge for photocopying. 

  

You may also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 

advice and information to parents on state education matters. They can be contacted on 0808 802 

0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm 

Monday to Friday, except Bank Holidays and 24th December to the 1st January. [Insert reference to 

local sources of independent advice if known.] 

  

[Child's Name]'s exclusion expires on [date] and we expect [Child's Name] to be back in school on 

[date] at [time]. 

  

Yours sincerely  

[Name]  

Head teacher 

  

http://www.childrenslegalcentre.com/
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Model letter 2 

From head teacher notifying parent(s) of a pupil of that pupil's fixed period exclusion of more than 

5 school days (up to and including 15 school days) in a term. 

  

Dear [Parent's name] 

  

I am writing to inform you of my decision to exclude [Child's Name] for a fixed period of [specify 

period]. This means that [Child's Name] will not be allowed in school for this period. The exclusion 

start date is [date] and the end date is [date]. Your child should return to school on [date]. 

  

I realise that this exclusion may well be upsetting for you and your family, but my decision to exclude 

[Child's Name] has not been taken lightly. [Child's Name] has been excluded for this fixed period 

because [specify reasons for exclusion]. 

[for pupils of compulsory school age -  next 3 paragraphs] 

You have a duty to ensure that your child is not present in a public place in school hours during the 

first 5 school days [or specify dates if exclusion is for fewer than 5 days] of this exclusion, that is on 

[specify dates]. 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 on the specified dates without reasonable 

justification. It will be for you to show that there is reasonable justification for this. 

  

We will set work for [Child's Name] during the [first 5 or specify other number as appropriate] 

school days of his [or her] exclusion [specify the arrangements for this]. Please ensure that work set 

by the school is completed and returned to us promptly for marking. 

  

[if the individual exclusion is for more than 5 days] 

From the [6th school day of the pupil's exclusion [specify date] until the expiry of his exclusion we 

- set out the arrangements if known at time of writing, if not known say that the arrangements 

will be notified shortly by a further letter.] will provide suitable full-time education. On [date] he 

should attend at [give name and address of the alternative provider if not the home school] 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 by a further letter]. 

  

You have the right to request a meeting of the school's discipline committee management 

committee to whom you may make representations, and my decision to exclude can be reviewed. As 

the period of this exclusion is more than 5 school days in a term the discipline 

committee/management committee must meet if you request it to do so. The latest date by which 

the discipline committee/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 exclusion]. If you do wish to make representations to the discipline 
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committee/management committee, and wish to be accompanied by a friend or representative, 

please contact [name of contact] on/at [contact details — address, phone number, email], as soon 

as possible. 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 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/guidance/courts-and-

tribunals/tribunals/send/index.htm). Making a claim would not affect your right to make 

representations to the discipline committee. 

  

[not mandatory for fixed period exclusions of five days or fewer of secondary aged pupils] 

You [and your child or pupil's name] are requested to attend a reintegration interview with me 

[alternatively, specify the name of another staff member] at [place] on [date] at [time]. If that is 

not convenient, please contact the school before your child is due to return to arrange a suitable 

alternative date and time. The purpose of the reintegration interview is to discuss how best your 

child's return to school can be managed. Failure to attend a reintegration interview will be a factor 

taken into account by a magistrates' court if, on future application, they consider whether to impose 

a parenting order on you. 

  

You have the right to see and have a copy of, your child's school record. Due to confidentiality 

restrictions, you must notify me in writing if you wish to be supplied with a copy of your child's 

school record. I will be happy to supply you with a copy if you request it. There may be a charge for 

photocopying. 

  

You may also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 

advice and information to parents on state education matters. They can be contacted on 0808 802 

0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm 

Monday to Friday, except Bank Holidays and 24th December to the 1st January. [insert reference to 

local sources of independent advice if known.] 

 

[Child's Name]'s exclusion expires on [date] and we expect [Child's Name] to be back in school on 

[date] at [time]. 

  

Yours sincerely 

  

[Name]  

Head teacher 

  

 

http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.childrenslegalcentre.com/
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Model letter 3 

From head teacher notifying parent of a fixed period exclusion of more than 15 school days in 

total in one term. 

  

Dear [Parent's Name] 

  

I am writing to inform you of my decision to exclude [Child's Name] for a fixed period of [specify 

period]. This means that [Child's Name] will not be allowed in school for this period. The exclusion 

begins/began on [date] and ends on [date]. 

  

I realise that this exclusion may well be upsetting for you and your family, but the decision to 

exclude [Child's Name] has not been taken lightly. [Child's Name] has been excluded for this fixed 

period because [reason for exclusion]. 

  

[for pupils of compulsory school age — next 3 paragraphs] 

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 exclusion or 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 on the specified dates. It will be for you to show that there is 

reasonable justification. 

  

We will set work for [Child's Name] during the [first five school days or specify dates] of his/her 

exclusion [specify the arrangements for this]. Please ensure that work set by the school is 

completed and returned to us promptly for marking. 

  

[if the individual exclusion is for more than 5 days] 

From the [6th school day of the pupil's exclusion] [specify date] until the expiry of his exclusion we  

will provide suitable full-time education. [Set out the arrangements if known at the time of writing, 

e.g.] On [date] he 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] 

As the length of the exclusion is more than 15 school days in total in one term the governing 

board/management committee must meet to consider the exclusion. At the review meeting you 

may make representations to the governing board/management committee if you wish. The latest 

date on which the governing board/management committee can meet is [date here — no later than 

15 school days from the date the governing board is notified]. If you wish to make representations 

to the governing board/management committee and wish to be accompanied by a friend or 

representative 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 
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notified by the Clerk to the governing board/management committee of the time, date and location 

of the meeting. 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 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/guidance/courts-and-

tribunals/tribunals/send/index.htm). Making a claim would not affect your right to make 

representations to the governing board/management committee.  

  

[mandatory for all exclusions of primary-aged pupils and those of more than 5 days of secondary-

aged pupils] 

You [and your child or name of pupil] are invited to attend a reintegration interview with me 

[alternatively, specify the name of another staff member] at [place] on [date] at [time]. If that is 

not convenient, please contact the school before your child is due to return to arrange a suitable 

alternative date and time. The purpose of the reintegration interview is to discuss how best your 

child's return to school can be managed. Failure to attend a reintegration interview will be a factor 

taken into account by a magistrates' court if, on future application, they consider whether to impose 

a parenting order on you. 

You also have the right to see and have a copy of [Child's Name]'s school record. Due to 

confidentiality restrictions, you will need to notify me in writing if you wish to be supplied with a 

copy of [Child's Name]'s school record. I will be happy to supply you with a copy if you request it. 

There may be a charge for photocopying. 

 

You may also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 

advice and information to parents on state education matters. They can be contacted on 0808 802 

0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm 

Monday to Friday, except Bank Holidays and 24th December to the 1st January. [insert reference to 

local sources of independent advice if known.] 

  

[Name of Child]'s exclusion expires on [date] and we expect [Name of Child] to be back in school on 

[date] at [time]. 

  

Yours sincerely 

  

[Name]  

Head teacher 

 

 

http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.childrenslegalcentre.com/
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Model letter 4 

From the head teacher notifying the parent(s) of that pupil's permanent exclusion. 

  

Dear [Parent's Name] 

  

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 unless he/she is reinstated by the 

governing board/the discipline committee or by an appeal 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 excluded 

because [reasons for the exclusion — include any other relevant previous history]. 

[For pupils of compulsory school age] 

You have a duty to ensure that your child is not present in a public place in school hours during the 

first 5 school days of this exclusion, i.e. on [specify the precise dates] unless there is reasonable 

justification. You could be prosecuted or receive a penalty notice if your child is present in a public 

place during school hours on those dates. It will be for you to show reasonable justification. 

  

[For pupils of compulsory school age] 

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 [this may be different if supervised 

education is being provided earlier than the sixth day]. 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. [set out the arrangements if known at time of writing, if not 

known say that the arrangements will be notified shortly by a further letter.] 

  

[For pupils of compulsory school age] 

[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]. 

  

As this is a permanent exclusion the governing board must meet to consider it. At the review 

meeting you may make representations to the governing board if you wish and ask them to reinstate 

your child in school. The governing board 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 appeal against their decision to an Independent Appeal Panel. The latest date by which the 

governing board/ must meet is [specify the date — the 15th school day after the date on which the 

governing board was notified of the exclusion]. If you wish to make representations to the 

governing board and wish to be accompanied by a friend or representative please contact [name of 
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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 board 

of the time, date and location of the meeting. 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. 

  

[If you think this exclusion relates to a disability your child has, and you think discrimination has 

occurred, you may raise the issue with the governing board.] 

You have the right to see a copy of [Name of Child]'s school record. Due to confidentiality 

restrictions, you must notify me in writing if you wish to be supplied with a copy of [Name of Child]'s 

school record. I will be happy to supply you with a copy if you request it. There may be a charge for 

photocopying. 

  

You may also wish to contact [Name] at [LA name] on/at [contact details — address, phone 

number, email], who can provide advice on what options are available to you.  

 

You may also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 

advice and information to parents on state education matters. They can be contacted on 0808 802 

0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm 

Monday to Friday, except Bank Holidays and 24th December to the 1st January. [insert reference to 

local sources of independent advice if known.] 

  

Yours sincerely 

  

[Name]  

Head teacher  

http://www.childrenslegalcentre.com/
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Model letter 5 

From the clerk to the governing board to parent upholding a permanent exclusion. 

Dear [Parent's name] 

The meeting of the governing board/management committee at [school] on [date] considered the 

decision by [head teacher/teacher in charge] to permanently exclude your son/daughter [name of 

pupil]. The governing board, after carefully considering the representations made and all the 

available evidence, has decided to uphold [name of pupil]'s exclusion. 

The reasons for the governing board/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 appeal against this decision. If you wish to appeal, please notify [name of the 

clerk to the appeal panel] of your wish to appeal. You must set out the reasons for your appeal in 

writing, and if appropriate may also include reference to any disability discrimination claim you may 

wish to make, and send this notice of appeal to [address] by no later than [specify the latest date — 

the 15th school day after receipt of this letter]. If you have not lodged an appeal by [repeat latest 

date], you will lose your right to appeal. Please advise if you have a disability or special needs which 

would affect your ability to attend the hearing. Also, please inform [name of the clerk to the appeal 

panel] if it would be helpful for you to have an interpreter present at the hearing. 

Your appeal will be heard by an Independent Appeal Panel, which can also hear disability 

discrimination claims. A three-member panel will comprise one serving, or recently retired (within 

the last five years), head teacher, one serving, or recently serving, experienced governor/ 

management committee members and one lay member who will be the Chairman. [Use the 

following if there is a possibility that a five-member panel may sit: A five-member panel will 

comprise two serving, or recently retired (within the last 5 years), head teachers, two serving, or 

recently serving, experienced governors / management committee members and one lay member 

who will be the Chairman.] The appeal panel will rehear all the facts of the case — if you have fresh 

evidence to present to the panel you may do so. The panel must meet no later than the 15th school 

day after the date on which your appeal is lodged. In exceptional circumstances panels may adjourn 

the hearing until a later date. 

In determining your appeal the panel can make one of three decisions: they may uphold your child's 

exclusion; they may direct your child's reinstatement in school, either immediately or by a particular 

date; or they may decide that the exclusion should not have taken place, but that reinstatement in 

the school is not in the best interests of all concerned. 

I would advise you of the following sources of advice: [repeat details from the original exclusion 

letter, i.e. a named LA officer, the Children's Legal Centre and any local sources of independent 

advice] 

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

here]. 
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Yours sincerely  

[name]  

Clerk to the Governing Board  
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Model letter 6 

From the clerk to the Independent Appeal Panel notifying parent (or pupil if aged 18 or over) of 

the outcome of the appeal. 

Dear [parent's name] 

Following the hearing of your appeal by the Independent Appeal Panel constituted by [name] 

Authority on [date] at [location] against the decision of the governing board of [name] School/the 

teacher in charge [name] of [name] Pupil Referral Unit not to reinstate [child's name], I am writing 

to advise you of the panel's decision. 

After careful consideration of your representations both oral and written and those of the [School] 

and [name] LA [and of others if applicable, for example any victim] and in the light of the available 

evidence, the panel has decided:  

Either  

(i) to uphold the exclusion;  

or  

(ii) to direct [pupil's name]'s reinstatement in [name of school] with effect from [date and time]. 

[Pupil's name] should report to [name of staff member] at that time;  

or  

(iii) that it is not practical to direct [pupil's name]'s reinstatement [here give reasons, for example 

because this is an exceptional case where reinstatement would not be in the pupil's best interests 

or those of the whole school community] although otherwise reinstatement would have been 

appropriate. Your child's school record will show that the permanent exclusion was overturned on 

appeal even though reinstatement was not directed. 

[Give reasons in as much detail as possible for the panel's decision: the decision may be 

challenged by judicial review; or be the subject of a complaint of maladministration to the Local 

Government Ombudsman] 

The panel's decision is binding on you, the governing board and the head teacher of [name] School 

and [name] Local Authority. 

For decisions (i) and (iii) above: The alternative arrangements put in place for [pupil's name]'s full-

time education will continue for the time being; but [LA officer's name] will/may be in touch with 

you to discuss future provision. 

If you think that the appeal panel's decision was unlawful or not a decision which a reasonable panel 

could have reached and you wish to challenge it, the only way of doing so is to apply to the High 

Court for a judicial review. This must be done as soon as possible and in any event within three 

months of the date of the panel's decision. You can complain to the Local Government Ombudsman 

about maladministration by the appeal panel, but not about its decision. 

A copy of this letter will be added to [pupil's name]'s school record for future reference. 

Yours sincerely  

[name]  

Clerk to the Independent Appeal Panel 


