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1. Introduction

The Trust intends and expects that all decisions around the use of Trust resources
will be underpinned at all times by its vision and values:

Our aim:

To create centres of educational excellence that inspire all pupils to turn their
potential into performance

To achieve this our schools will:

Provide a broad and balanced curriculum that allows pupils to develop their
talents and ambitions

Deliver the highest quality learning opportunities facilitated by excellent
teachers

Inspire our pupils to become confident, motivated and respectful
individuals ready to make a positive contribution to society The Trust will
support our schools by:

Maximising the resources and expertise available to individual schools
Providing a platform for the sharing of excellent practice
Challenging and developing staff to turn their potential into performance

1.1. Aims and Scope

It is the policy of Red Oaks Primary 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
Behaviour Policy).

This policy and related guidance is written with full consideration of the Equalities Act
2010 and recognises that reasonable adjustments must be made for pupils with
additional needs and/or disabilities.

Purpose of this Policy

This policy is designed to briefly outline the school’s approach to exclusions within the
statutory framework as defined in Suspension and permanent exclusion from
maintained schools, academies and pupil referral units in England, including pupil
movement (August 2024). It outlines only where the school applies its own additional
guidance and policies, which complement and reinforce the statutory guidance, for
purposes of clarity in the day-to-day operation of the school.
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Principles

Only the headteacher or the Deputy Headteacher acting on their behalf (in these
circumstances, authorisation from the Head Teacher must be sought), can suspend
or permanently exclude a pupil from school on disciplinary grounds. The Director of
Primaries may also authorise a suspension. If none are available to authorise the
exclusion a decision should be deferred until the opportunity for authorisation is
available. The decision can be made in respect of behaviour inside or outside of
school. The headteacher will only use permanent exclusion as a last resort. In the
case of a Permanent Exclusion this can only be authorised by the Headteacher and
must only be done after consulting the Director of Primaries and CEO of the Trust of
the intention to impose this sanction, although the final decision rests with the
Headteacher of the school.

A decision to suspend a pupil will be taken only:

In accordance with the school’s behaviour policy
To provide a clear signal of what is unacceptable behaviour

To show a pupil that their current behaviour is putting them at risk of
permanent exclusion

Where suspensions have become a regular occurrence, the headteacher will
consider whether suspensions alone are an effective sanction and whether
additional strategies need to be put in place to address behaviour issues.

A decision to exclude a pupil will be taken only:

In response to serious or persistent breaches of the school’s behaviour
policy, and

If allowing the pupil to remain in school would seriously harm the education
or welfare of others

Before deciding whether to suspend or exclude a pupil, the headteacher will:

Consider all the relevant facts and evidence on the balance of probabilities,
including whether the incident(s) leading to the exclusion was/were
provoked

Allow the pupil to give their version of events
Consider whether the pupil has special educational needs (SEN)

Consider whether the pupil is especially vulnerable (e.g. the pupil has a
social worker, or is a looked-after child (LAC))

¢ Consider whether all alternative solutions have been explored, such as:
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o For suspensions: detentions or other sanctions provided for in the
behaviour policy

o For exclusions: off-site direction or managed moves

The headteacher will not reach their decision until they have heard from the pupil,
and will inform the pupil of how their views were taken into account when making the
decision.

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.

The school and Trust regularly monitor the number of Fixed Term Suspensions to
ensure that no group of students is unfairly disadvantaged through their use and that
any underlying needs of individuals are being fully met.

Any decision of a school, including suspension, must be made in line with the principles
of administrative law, i.e. that it is: lawful (with respect to the legislation relating directly
to exclusions and a school’s wider legal duties, including the European Convention on
Human Rights and the Equality Act 2010); rational; reasonable; fair; and proportionate.

The school will make reasonable adjustments to support pupils with additional needs.
This includes pupils with EHC plans and looked after children. The head teacher
should, as far as possible, avoid permanently excluding any pupil with an EHC plan or
a looked after child. The school will engage proactively with parents in supporting the
behaviour of pupils with additional needs.

Where a school has concerns about the behaviour, or risk of exclusion, of a child with
additional needs, a pupil with an EHC plan or a looked after child, it should, in
partnership with others (including the local authority as necessary), consider what
additional support or alternative placement may be required. This should involve
assessing the suitability of provision for a pupil’s SEN. Where a pupil has an EHC plan,
schools should consider requesting an early annual review or interim/emergency
review.

1.2. Other linked Policies

Relationship to Other School Policies

The Exclusion Policy should be read in tandem with the school’s Behaviour Policy as
well as other relevant school policies, particularly the Special Educational Needs
Policy and the Equality, Inclusion & Diversity Policy. It also has a close interrelationship
with the Anti-Bullying Policy and Attendance Policy

The Headteacher will provide the LAB with regular monitoring reports which will help
it to evaluate the effectiveness of the policy and procedures.
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The policy and procedures will be reviewed and amended in the light of such
evaluation and in consultation with representatives of all key stakeholders.

Linked Legislation

This policy is based on statutory guidance from the Department for Education (DfE):
Suspension and permanent exclusion from maintained schools, academies and pupil
referral units in England, including pupil movement.

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

e Section 51a of the Education Act 2002, as amended by the Education Act
2011

e The School Discipline (Pupil Exclusions and Reviews) (England) Regulations
2012

In addition, the policy is based on:

e Part 7, chapter 2 of the Education and Inspections Act 2006, which sets out
parental responsibility for excluded pupils

e Section 579 of the Education Act 1996, which defines ‘school day’

e The Education (Provision of Full-Time Education for Excluded Pupils)
(England) Requlations 2007, as amended by The Education (Provision of Full-
Time Education for Excluded Pupils) (England) (Amendment) Regulations
2014

e The Equality Act 2010
e Children and Families Act 2014

e The School Inspection Handbook, which defines ‘off-rolling’

This policy complies with our funding agreement and articles of association.

2. Policy Statement

2.1. Policy Terms

The impact of this policy will be reviewed by the LAB

Notification of a Suspension or Permanent Exclusion

If a pupil is at risk of suspension or exclusion, the headteacher will inform the
parents/carers/pupil (if appropriate) as early as possible, 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.

-5-


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/ukpga/2011/21/contents/enacted
http://www.legislation.gov.uk/uksi/2012/1033/made
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/2007/1870/contents/made
http://www.legislation.gov.uk/uksi/2014/3216/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
https://www.legislation.gov.uk/ukpga/2014/6/contents
https://www.gov.uk/government/publications/school-inspection-handbook-eif

| Exclusions Policy

If the headteacher decides to suspend or exclude a pupil, the parents/carers/pupil (if
appropriate) will be informed, in person or by telephone, of the period of the
suspension or exclusion and the reason(s) for it, without delay.

The parents/carers will also be provided with the following information in writing,
without delay:

e The reason(s) for the suspension or permanent exclusion

e The length of the suspension or, for a permanent exclusion, the fact that it is
permanent

¢ Information about the parents’/carers’/pupil’s right to make representations
about the suspension or permanent exclusion to the governing board and,
where the pupil is attending alongside parents/carers, how they may be
involved in this

e How any representations should be made

e Where there is a legal requirement for the governing board to hold a
meeting to consider the reinstatement of a pupil, and that parents/carers/the
pupil have a right to attend the meeting, be represented at the meeting (at
their own expense) and bring a friend

e That parents/carers/the pupil have the right to request that the meetings be
held remotely, and how and to whom they should make this request

If the pupil is of compulsory school age, the headteacher will also notify
parents/carers without delay and by the end of the afternoon session on the first day
their child is suspended or permanently excluded, that:

¢ For the first 5 school days of the suspension or exclusion (or until the start date of
any alternative provision or the end of the suspension, where this is earlier), the
parents/carers are legally required to ensure that their child is not present in a
public place during school hours without a good reason. This will include
specifying on which days this duty applies

e Parents/carers may be given a fixed penalty notice or prosecuted if they fail to do
this

The school is responsible for organising alternative full-time education from the sixth
day of a fixed-term suspension, in partnership with the Local Authority. If alternative
provision is being arranged, the following information will be included, if possible:

e The start date for any provision of full-time education that has been arranged

e The start and finish times of any such provision, including the times for morning
and afternoon sessions, where relevant

¢ The address at which the provision will take place

¢ Any information the pupil needs in order to identify the person they should report
to on the first day
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If the headteacher does not have all the information about the alternative provision
arrangements by the end of the afternoon session on the first day of the suspension
or permanent exclusion, they can provide the information at a later date, without
delay and no later than 48 hours before the provision is due to start.

The only exception to this is where alternative provision is to be provided before the
sixth day of a suspension or permanent exclusion, in which case the school reserves
the right to provide the information with less than 48 hours’ notice, with
parents’/carers’ consent.

If the headteacher cancels the suspension or permanent exclusion, they will notify
the parents/carers without delay, and provide a reason for the cancellation.

A written confirmation of the reason(s) for the exclusion will be sent to parents the
same day.

The Director of Primaries and relevant school staff will be notified of all Fixed Term
Suspension the same day of the production of the suspension letter, which they will
receive a copy of; it will clearly outline the reasons for the suspension.

Students Returning from a Fixed Term Suspension

All students returning from a Fixed Term Suspension are required to attend a
reintegration meeting, accompanied by a parent. This meeting will seek to establish
practical ways in which further suspension can be avoided and behaviour modified to
acceptable standards in partnership between student, parent and school. Where
necessary, the school will work with third-party organisations to identify whether the
pupil has any unmet special educational and/or health needs. The following measures
may be implemented, as part of the strategy, to ensure a successful reintegration into
school life for the pupil:

e Maintaining regular contact during the suspension or off-site direction and
welcoming the pupil back to school

e Regular reviews with the pupil and parents/carers to praise progress being
made and raise and address any concerns at an early stage

e Informing the pupil, parents/carers and staff of potential external support

Part-time timetables should not be used as a tool to manage behaviour and, if used,
will be put in place for the minimum time necessary.

The strategy will be regularly reviewed and adapted where necessary throughout the
reintegration process in collaboration with the pupil, parents/carers and other
relevant parties.

The school will clearly explain the reintegration strategy to the pupil in a reintegration
meeting before or on the pupil’s return to school. During the meeting the school will
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communicate to the pupil that they are getting a fresh start and that they are a
valued member of the school community.

The pupil (where appropriate), parents/carers, a member of senior staff, and any
other relevant staff will be invited to attend the meeting.

The meeting can proceed without the parents/carers in the event that they cannot or
do not attend.

The school expects all returning pupils and their parents/carers to attend their
reintegration meeting, but pupils who do not attend will not be prevented from
returning to the classroom.

Permanent Exclusions

A school will only permanently exclude a child as a last resort. This will usually be after
trying to improve the child's behaviour through other means. However, there are
exceptional circumstances in which a headteacher may decide to permanently exclude
a pupil because of ongoing issues or even for a 'one-off” incident.

If a Child has been Permanently Excluded:

The Local Advisory Board is required to review the Headteacher's decision and
parents may meet with them to explain your views on the exclusion; the school is
responsible for organising alternative full-time education from the sixth day of a
permanent exclusion, in partnership with the Local Authority.

Appeals

All correspondence regarding an exclusion from the school will inform parents of their
right to appeal to the Trust 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 Local Advisory Board Professional.

Cancelling suspensions and permanent exclusions

The headteacher may cancel a suspension 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:

e The parents/carers, Local Advisory Board and LA will be notified without delay

¢ Where relevant, any social worker and Virtual Schools Head will be notified
without delay

e The notification must provide the reason for the cancellation
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e The LAB’s duty to hold a meeting and consider reinstatement ceases

¢ Parents/carers will be offered the opportunity to meet with the headteacher to
discuss the cancellation, which will be arranged without delay

e 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.

3. Appendices

3.1. Guidance and Procedures

Exclusion from maintained schools, academies and pupil referral units in England
(August 2024)

https://assets.publishing.service.gov.uk/media/66be0d92c32366481cad4918a/Suspen
sions and permanent exclusions quidance.pdf

3.2. Guidance and Procedures
Please note all letters below will be printed on headed notepaper and signed by the
headteacher.


https://assets.publishing.service.gov.uk/media/66be0d92c32366481ca4918a/Suspensions_and_permanent_exclusions_guidance.pdf
https://assets.publishing.service.gov.uk/media/66be0d92c32366481ca4918a/Suspensions_and_permanent_exclusions_guidance.pdf
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Suspension letter for less than 5 days:

Dear [Name of Parent(s)]
Re: Suspension of [name of pupil]

| regret to inform you of my decision to suspend [name of pupil] for [number] days with effect
from [date] [pending further investigation]. This means that [name of pupil] will be expected to
return to school on [date]. [Please note that the outcome of my investigation may lead to a further
decision of permanent exclusion.] [A reintegration meeting has been arranged to take place on
[date] at [time] to discuss how [name of pupil]'s return to school and future behaviour will be
managed.]

| realise that this suspension may well be upsetting for you and your family, but the decision to
suspend [name of pupil] has not been taken lightly. [name of pupil] has been suspended because
[reasons for the suspension].

[If relevant confirm that the pupil will be able to sit any national curriculum test(s) or public
examination(s) occurring during the suspension]

[Where the pupil has a disability, or additional needs/special educational needs which may
amount to a disability, confirm what adjustments have previously been made for the pupil to
avoid a suspension, and what adjustment (if any) has been made to this suspension.]

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

Alternative arrangements for your child’s education to continue will be made. During the
suspension we will set work for [name of pupil] and would ask you to ensure this work is
completed and returned promptly to school for marking. [Set out how work will be set and
whether it should be collected or will be sent to the parent OR If alternative provision is being
arranged during the suspension, set out the following details if known at this stage: the start date
for any provision of full-time education that has been arranged for the child during the
suspension; the start and finish times of any such provision, including the times for morning and
afternoon sessions where relevant; the address at which the provision will take place; any
information required by the pupil to identify the person they should report to on the first day.]

You have the right to make written representations to the [governing board/discipline committee].
[[name of pupil] may also make written representations about their suspension]. The [governing
board/discipline committee] must meet following receipt of any representations but does not have
the power to reinstate [name of pupil].

If you and [name of pupil] wish to make written representations to the [governing board/discipline
committee] please send these through to [name] at [email] as soon as possible.

You may wish to contact the Exclusion Officer at [Local Authority Name] for further advice and
guidance in relation to the exclusion. The Exclusion Officer can be contacted by telephone on
[Number], or by email on [Email].
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There are sources of free and impartial advice available on suspensions:

The Department’s Guidance for parents and carers on behaviour, suspension and permanent
exclusion, which can be found here https://www.gov.uk/government/publications/school-
exclusions-quide-for-parents

Through the GDC and via the clerk, you have the right to raise queries about discrimination
and request to see a copy of your child’s education record. Every local area has a SENDIAS
service who provide information, advice and support to children and young people with SEND,
including on exclusions. Every exclusion letter should include details of the local service which
can also be found here https://councilfordisabledchildren.org.uk/about-us-
O/networks/information-advice-and-support-services-network

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, 10am — 4pm.

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.

Yours sincerely

[name]

[Headteacher/Principal]

Suspension letter for 6-15 days:

[Date]
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Dear [Name of Parent(s)]
Re: Suspension of [name of pupil]

| regret to inform you of my decision to suspend [name of pupil] for [number] days with effect
from [date] [pending further investigation]. This means that [name of pupil] will be expected to
return to school on [date]. [Please note that the outcome of my investigation may lead to a further
decision of permanent exclusion.] [A reintegration strategy meeting has been arranged to take
place on [date] at [time] to discuss how [name of pupil]'s return to school and future behaviour
will be managed.]

| realise that this suspension may well be upsetting for you and your family, but the decision to
suspend [name of pupil] has not been taken lightly. [name of pupil] has been suspended because
[reasons for the suspension].

[If relevant confirm that the pupil will be able to sit any national curriculum test(s) or public
examination(s) occurring during the suspension]

[Where the pupil has a disability, or additional needs/special educational needs which may
amount to a disability, confirm what adjustments have previously been made for the pupil to
avoid a suspension, and what adjustment (if any) has been made to this suspension.]

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

Alternative arrangements for your child’s education to continue will be made. During the
suspension we will set work for [name of pupil] and would ask you to ensure this work is
completed and returned promptly to school for marking. [Set out how work will be set and
whether it should be collected or will be sent to the parent OR If alternative provision is being
arranged during the suspension, set out the following details if known at this stage: the start date
for any provision of full-time education that has been arranged for the child during the
suspension; the start and finish times of any such provision, including the times for morning and
afternoon sessions where relevant; the address at which the provision will take place; any
information required by the pupil to identify the person they should report to on the first day.]

You have the right to make written representations to the [governing board/discipline committee]
and ask it to reinstate your child in school. [[name of pupil] may also make written
representations about their suspension and may attend the meeting]. The [governing
board/discipline committee] must meet following receipt of any representations and has the
power to reinstate [name of pupil] or, alternatively, it has the power to uphold the suspension.

If you wish to make representations to the [governing board/discipline committee] and attend the
[governing board/discipline committee] meeting, please contact [name] on [number or email] as
soon as possible. You have the right to request that this meeting takes place remotely and if you
wish for the meeting to take place remotely, please let [name] know as soon as possible. You
also have the right to be accompanied by a friend and/or representative and [[name of pupil]'s
[social worker][Virtual School Head] will be invited to attend].
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You may request that a representative of the local authority attends the meeting[, together with a
representative of your home local authority if different from the school’s]. [Academies only:
However, this will be as an observer only unless permission is granted by the [governing
board/discipline committee] for representations to be made].

If you choose to make representations you will be notified by the clerk to the [governing
board/discipline committee] of the time, date and location of the meeting. Please let me know if
[name of pupil] will attend the meeting and whether they would like to make any written and/or
oral representations. Please let me know if you have a disability or special needs which would
affect your ability to attend the meeting. Also, please inform [name] if it would be helpful for you
to have an interpreter present at the meeting.

You may wish to contact the exclusion officer at [local authority name] for further advice and
guidance in relation to the exclusion. The exclusion officer can be contacted by telephone on
[number], or by email on [email].

There are sources of free and impartial advice available on suspensions:

e The Department’s Guidance for parents and carers on behaviour, suspension and permanent
exclusion, which can be found here https://www.gov.uk/government/publications/school-
exclusions-quide-for-parents

e Through the GDC and via the clerk, you have the right to raise queries about discrimination
and request to see a copy of your child’s education record. Every local area has a SENDIAS
service who provide information, advice and support to children and young people with SEND,
including on exclusions. Every exclusion letter should include details of the local service which
can also be found here https://councilfordisabledchildren.org.uk/about-us-
O/networks/information-advice-and-support-services-network

e 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, 10am — 4pm.

¢ 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.

Yours sincerely
[name]

[Headteacher/Principal]

Suspension letter for 15.5 days or more:
[Date]

Dear [Name of Parent(s)]
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Re: Suspension of [name of pupil]

| regret to inform you of my decision to suspend [name of pupil] for [number] days with effect
from [date] [pending further investigation]. This means that [name of pupil] will be expected to
return to school on [date]. [Please note that the outcome of my investigation may lead to a further
decision of permanent exclusion.] [A reintegration strategy meeting has been arranged to take
place on [date] at [time] to discuss how [name of pupil]’s return to school and future behaviour
will be managed.]

| realise that this suspension may well be upsetting for you and your family, but the decision to
suspend [name of pupil] has not been taken lightly. [name of pupil] has been suspended because
[reasons for the suspension].

[If relevant confirm that the pupil will be able to sit any national curriculum test(s) or public
examination(s) occurring during the suspension]

[Where the pupil has a disability, or additional needs/special educational needs which may
amount to a disability, confirm what adjustments have previously been made for the pupil to
avoid a suspension, and what adjustment (if any) has been made to this suspension.]

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

Alternative arrangements for your child’s education to continue will be made. During the
suspension we will set work for [name of pupil] and would ask you to ensure this work is
completed and returned promptly to school for marking. [Set out how work will be set and
whether it should be collected or will be sent to the parent]. [If alternative provision details are
known from the sixth day provide: the start date for any provision of full-time education that has
been arranged for the child during the suspension; the start and finish times of any such
provision, including the times for morning and afternoon sessions where relevant; the address at
which the provision will take place; any information required by the pupil to identify the person
they should report to on the first day.]

As [name of pupil] has been suspended for more than 15 days in a single term, the [governing
board/discipline committee] must meet to consider whether to reinstate [name of pupil] within 15
school days. At the review meeting you may make representations to the [governing
board/discipline committee] if you wish and ask them to reinstate your child. The [governing
board/discipline committee] has the power to reinstate your child immediately or from a specified
date, or, alternatively, it has the power to uphold the suspension. The latest date by which the
[governing board/discipline committee] must meet is [date — 15 school days after receiving notice
of suspension].

If you wish to make representations to the [governing board/discipline committee] and wish to be
accompanied by a friend and/or representative, please contact [name] on [number/email] as
soon as possible. You have the right to request that this meeting takes place remotely and if you
wish for the meeting to take place remotely, please let [name] know as soon as possible. [[name
of pupil]’s [social worker][Virtual School Head] will be invited to attend].
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You may request that a representative of the local authority attends the meeting[, together with a
representative of your home local authority if different from the school’s]. [Academies only:
However, this will be as an observer only, unless permission is granted by the [governing
board/discipline committee] for representations to be made].

You will, whether you choose to make representations or not, be notified by the clerk to the
[governing board/discipline committee] of the time, date and location of the meeting. Please let
us know if [name of pupil] will attend the meeting and whether they would like to make any
written and/or oral representations. Please let us know if you have a disability or special needs
which would affect your ability to attend the meeting. Also, please inform [name] if it would be
helpful for you to have an interpreter present at the meeting.

You may wish to contact the exclusion officer at [local authority name] for further advice and
guidance in relation to the exclusion. The exclusion officer can be contacted by telephone on
[number], or by email on [email].

There are sources of free and impartial advice available on suspensions:

e The Department’s Guidance for parents and carers on behaviour, suspension and permanent
exclusion, which can be found here https://www.gov.uk/government/publications/school-
exclusions-quide-for-parents

e Through the GDC and via the clerk, you have the right to raise queries about discrimination
and request to see a copy of your child’s education record. Every local area has a SENDIAS
service who provide information, advice and support to children and young people with SEND,
including on exclusions. Every exclusion letter should include details of the local service which
can also be found here https://councilfordisabledchildren.org.uk/about-us-
O/networks/information-advice-and-support-services-network

e 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, 10am — 4pm.

¢ 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.

Yours sincerely
[name]

[Headteacher/Principal]
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Reintegration meeting record:

Reintegration Meeting

Pupil’s name:

Pupil’s year group

Suspension date/s:

Date of reintegration meeting:

In attendance

Reason for suspension (brief details):

Key discussion points from meeting:

Agreed actions:

Parent comments:

-16 -




Exclusions Policy

Parent name:

Parent signature:

Headteacher signature:
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Permanent Exclusion Letter

[Date]
Dear [Name of Parent(s)]
Re: Permanent exclusion of [name of pupil]

[I write further to my decision to suspend [name of pupil] on [date] for [number] days while an
investigation [into the incident that took place on [date]] was carried out.]

[The investigation is now complete and ]I regret to inform you of my decision to permanently
exclude [name of pupil] with effect from [date]. This means that [name of pupil] will not be
allowed in this school unless they are reinstated by the [governing board/ discipline committee].

| realise that this exclusion may well be upsetting for you and your family, but the decision to
permanently exclude [name of pupil] has not been taken lightly. [name of pupil] has been
excluded because [set out reasons and whether decision is for a single serious breach or
persistent breaches of the behaviour policy].

[Where the pupil has a disability, or additional needs/special educational needs which may
amount to a disability, confirm what adjustments have previously been made for the pupil to
avoid permanent exclusion.]

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 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 days. It will be for you to show reasonable justification.

Alternative arrangements for [name of pupil]'s education will be made. For the first five school
days of the exclusion we will set work for [name of pupil] and would ask you to ensure this work
is completed and returned promptly to school for marking. [Set out how work will be set and
whether it should be collected or will be sent to the parent OR if alternative provision is being
arranged during the first five days, set out the following details if known at this stage: the start
date for any provision of full-time education that has been arranged for the child during the
exclusion; the start and finish times of any such provision, including the times for morning and
afternoon sessions where relevant; the address at which the provision will take place; any
information required by the pupil to identify the person they should report to on the first day.]
From the sixth school day of the exclusion onwards, the local authority will provide suitable full-
time education. The arrangements for this will be set out in a further letter.

As this is a permanent exclusion the [governing board/discipline committee] must meet to
consider it. At the review meeting you may make representations to the [governing
board/discipline committee] if you wish and ask them to reinstate your child in school. The
[governing board/discipline committee] has the power to reinstate your child immediately or from
a specified date, or, alternatively, it has the power to uphold the exclusion, in which case you
may request that its decision be reviewed by an independent review panel. The latest date by
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which the [governing board/discipline committee] must meet is [date — 15 school days after
receiving notice of exclusion].

If you wish to make representations to the [governing board/discipline committee] and wish to be
accompanied by a friend and/or representative, please contact [name] on [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/discipline committee] of the time, date and location of the meeting.
Please let us know if [name of pupil] will attend the meeting and whether they would like to make
any written and/or oral representations. You have the right to request that this meeting takes
place remotely and if you wish for the meeting to take place remotely, please let [name] know as
soon as possible.

[[name of pupil]’s [social worker][Virtual School Head] will be invited to attend]. Please let us
know if you have a disability or special needs which would affect your ability to attend the
meeting. Also, please inform [name] if it would be helpful for you to have an interpreter present at
the meeting.

You may wish to contact the exclusion officer at [local authority name] for further advice and
guidance in relation to the exclusion. The exclusion officer can be contacted by telephone on
[number], or by email on [emall].

There are sources of free and impartial advice available on exclusions:

e The Department’s Guidance for parents and carers on behaviour, suspension and permanent
exclusion, which can be found here https://www.gov.uk/government/publications/school-
exclusions-quide-for-parents

e Through the GDC and via the clerk, you have the right to raise queries about discrimination
and request to see a copy of your child’s education record. Every local area has a SENDIAS
service who provide information, advice and support to children and young people with SEND,
including on exclusions. Every exclusion letter should include details of the local service which
can also be found here https://councilfordisabledchildren.org.uk/about-us-
O/networks/information-advice-and-support-services-network

e 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, 10am — 4pm.

¢ 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.

Yours sincerely
[name]

[Headteacher/Principal]
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