
[bookmark: _GoBack]Model Letter Two

From head teacher notifying parent of a fixed period of exclusion of 6 to 15 days, or where cumulative exclusions in the same term fall within this range, or where a public examination is missed.

Parents’ Name & Address Date
Dear [Parent’s Name]

Full Name of Child	D.O.B.	Year

I am excluding [Name of Child] for a period of [Days] school days from [Start Date]  to [End  Date]. S/he should return to school on [Date]. [Where the exclusion has been issued pending further investigation, please explain in this in the letter. Please also explain that, before the end of the initial exclusion period, a further letter will follow to confirm the final sanction. If permanent exclusion or a   longer fixed period exclusion is likely then forewarn of this in the letter].

Reason for Exclusion
I realise that this exclusion may well be upsetting for you and your family, but the decision to exclude your child has not been taken lightly. S/he has been excluded for this fixed period because:

[You must insert the detailed reasons for the exclusion. State whether the child’s previous record of behaviour in school has been taken into account]

In reaching this decision I have taken into account the steps that have been taken to manage this behaviour. These include:

[Explain the steps taken to try to avoid this action i.e. the strategies for managing the pupil’s behaviour and the agencies that have been involved in this process]

Parent/Carer’s Responsibility
You have a duty to ensure that your child is not present in a public place in school hours during the first five days of this exclusion unless you can show there is reasonable justification for this. If your child is found to be present in a public place during this exclusion without reasonable justification you may be prosecuted or receive a penalty notice (£120) from the local authority.

School’s Responsibility
The school will continue to set work for your child during the first five days of this exclusion [Please insert what arrangements are in place for this]. Please ensure that the work is completed and returned to us for marking.

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. On [Date] s/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].The school day at [Name of alternative provider] starts at [Specify start time] and ends at [Specify end time]. [If applicable – say something about transport arrangements from home to the alternative provider] [If alternative provision is not known say that the arrangements for suitable full time education will be notified shortly by a further letter which must be received by the parent/carer at least 48 hours before the start of the provision]





If you are unhappy about the decision or would like further advice
You have the right to request a meeting of the School Governors’ Pupil Discipline Committee to whom you can make representations and my decision to exclude can be reviewed. As the length  of the exclusion is more than 5 school days the Committee must meet if you request it to do so. If you wish to make representations please contact the Clerk to the Pupil Discipline Committee 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.  You are entitled to be represented at the meeting (at your own expense) and you may bring a friend with you. It is not compulsory for [Pupil’s name] to attend the meeting but they are invited and the Pupil Discipline Committee would welcome their attendance. [Pupil’s name] can speak on their own behalf at the meeting if they wish to but they do not have to, although they may be asked questions. Please inform [Clerk’s name]  if you intend to bring a friend or representative or wish to have an interpreter present at the meeting.

You also have the right to see a copy of your child’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 your child’s school record. I will supply you with a copy if you request it. There may be a charge for photocopying.

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 (Special Educational Needs and Disability) (http://www.justice.gov.uk/tribunals/send/appeals). You can contact the Tribunal at HM Courts & Tribunals Service, Special Educational Needs and Disability, 1st Floor, Darlington Magistrates’ Court, DL1 1RU , telephone 01325 289350,  email sendistqueries@hmcts.gsi.gov.uk.

Making a claim would not affect your right to make representations to the discipline committee. Please see enclosed a leaflet with further information about exclusion from school.
The Department for Education’s guidance on exclusion is also available here:

https://www.gov.uk/government/publications/school-exclusion

You may want to contact the Local Authority’s Exclusions Officer (020 7364 4304) who can provide advice. You may also find it useful to contact the Coram Children’s Legal Centre. They aim to provide free legal advice and information to parents on state education matters. They can be contacted on 0300 330 5480 or on http://www.childrenslegalcentre.com/.  You can also contact ACE Education on 03000 115 142 or http://www.ace-ed.org.uk . If you live in Tower Hamlets you can contact the Tower Hamlets Parents’ Advice Centre (020 7350 8936).

[OPTIONAL PARAGRAPH IF A REINTEGRATION INTERVIEW IS TO BE HELD]

What will happen at the end of the exclusion?
You and your child are requested to attend a reintegration interview with me [Alternatively, specify the name of another staff member] here at the school on [Date] at [Time]. If that is not convenient, please contact the school as soon as possible 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.





We expect to see your child back at the start of school on [Date].

Yours sincerely,
[Name]
Head teacher

c.c. Chair of Pupil Discipline Committee LA Exclusions Officer


