


	
Model letter 4
From head teacher (or teacher in charge of a PRU) notifying parent(s) of a permanent exclusion




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

[Please note that the Independent Review Panels have raised concerns that reasons for permanent exclusion are not fulfilling paragraph 11 of the statutory guidance, namely that the decision to exclude a pupil permanently should only be taken in response to a serious breach or persistent breaches of the school's behaviour policy; and where allowing the pupil to remain in school would seriously harm the education or welfare of the pupil or others such as staff or pupils in the school]

[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 [Pupil's Name]'s education to continue will be made. For the first five school days of the exclusion, we will set work for [Pupil'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 – if the child lives outside North Yorkshire, it will be the “home LA”] 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 body (or management committee in case of a PRU) must meet to consider the reinstatement of your child. At the review meeting you may make representations to the governing body/PRU management committee, either verbally or in writing, if you wish and ask them to reinstate your child in school. 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 decline to reinstate your child, in which case you may appeal against their decision to 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 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 notified by the Clerk to the governing body/PRU management committee 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.

[For Academies] You also have the right to request that a Local Authority representative attend a meeting of an Academy’s governing body as an observer; that representative may only make representations with the governing body’s consent.  Please let me know if you wish an LA representative to attend 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 body/PRU management committee.

You have the right to see a copy of [Pupil's Name]'s school record. Due to confidentiality restrictions, you must notify me in writing if you wish to be supplied with a copy of [Pupil'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.
 
If you feel that there are wider difficulties that are having an impact on your child and family and would like to explore further support available, you can find more information about Early Help support in North Yorkshire at NYSCP

I have also included below further information which may be of use to you: -
· The Department’s Guidance for parents and carers on behaviour, suspension and permanent exclusion, which can be found here Here  
· Every local area has a SENDIASS 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 SENDIASS North Yorkshire or out of county services can also be found here Here   
· Coram’s Child Law Advice service can be found through their website www.childrenslegalcentre.com  or contacted on 0300 330 5485 from Monday to Friday, 10am – 4pm. 
· Independent Provider of Special Education Advice (known as IPSEA) http://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.
· The Solihull Approach online courses for parents, a pre-paid, locally funded offer: Solihull parenting: https://inourplace.co.uk/north-yorkshire/ 
· A link to this statutory guidance on suspensions/exclusions:(Suspension and Permanent Exclusion from Maintained Schools, Academies and Pupil Referral Units in England, Including Pupil Movement (August 2024) 
The school have a duty to report all exclusions to the Local Education Authority.  This data is used by the Local Authority in line with the General Data Protection Regulation (GDPR).  Details can be found on the North Yorkshire website https://www.northyorks.gov.uk/your-council/transparency-freedom-information-and-data-protection/our-responsibilities-and-commitments-under-gdpr

Yours sincerely

Dear [Parent/Carer's Name]
I am writing to inform you of my decision to permanently exclude [Pupil's Name] from [School Name] with effect from [date].
This means that [Pupil's Name] is no longer able to attend this school unless the Governing Board (or Management Committee for a Pupil Referral Unit) decides to reinstate them following a review of my decision.
I understand that this news is likely to be upsetting for you and your family. Please be assured that this decision has not been taken lightly and has been made only after very careful consideration of all the circumstances.
The reason(s) for this permanent exclusion are:
[Provide details of the incident(s), breaches of the school's behaviour policy, and any relevant history.]
In reaching this decision, I considered whether the behaviour represented a serious breach, or persistent breaches, of the school's behaviour policy and whether allowing [Pupil's Name] to remain in school would seriously harm the education or welfare of other pupils or staff, or of [Pupil's Name] themselves.
Your responsibilities during the first five school days
For the first five school days of the exclusion, from [insert dates], you are responsible for ensuring that [Pupil's Name] is not present in a public place during normal school hours without reasonable justification. If a child of compulsory school age is found in a public place during school hours without reasonable justification, parents may receive a penalty notice or face prosecution. If this situation arises, it would be your responsibility to demonstrate any reasonable justification.
Education arrangements
We are committed to ensuring that [Pupil's Name]'s education continues during this period.
For the first five school days of the exclusion, the school will provide work for [Pupil's Name] to complete. We would be grateful if you could ensure that this work is completed and returned promptly for marking. [Insert detail]
From the sixth school day of the exclusion, [insert date], responsibility for providing suitable full-time education transfers to the Local Authority, they will make contact to make arrangements. 
[Where the pupil lives in another local authority area]
I have also informed [name of officer] at [name of local authority] about this exclusion. They will contact you regarding educational arrangements from the sixth school day onwards. Their contact details are:
[Insert contact details]
Review of the exclusion by the Governing Board
As this is a permanent exclusion, the Governing Board (or Management Committee) is required to meet to review my decision.
You have the right to provide your views to the panel, either in writing or in person, and to ask that your child be reinstated at the school. You may also be accompanied by a friend, supporter or representative if you wish.
The Governing Board may decide to:
· Reinstate your child immediately;
· Reinstate your child from a specified date; or
· Uphold the permanent exclusion.
The review meeting must take place no later than [insert date  -  15days from parental notification].
If you would like to make representations or discuss attendance at the meeting, please contact:
[Name]
[Contact details]
You will receive a separate letter from the Clerk confirming the date, time and venue of the meeting.
Please let us know if you have a disability, accessibility requirement, special need or require an interpreter so that appropriate arrangements can be made.
Academies only
If [School Name] is an Academy, you also have the right to request that a representative from the Local Authority attends the Governing Board meeting as an observer. The representative may only speak with the Governing Board's agreement.
If you would like a Local Authority representative to attend, please let us know as soon as possible.
If you believe discrimination has occurred
If you believe that this exclusion is related to a disability that your child has, and that discrimination may have taken place, you may raise this matter with the Governing Board during its review of the exclusion.
Access to your child's educational records
You have the right to request a copy of your child's school record. If you would like a copy, please make your request in writing to the school. Some information may need to be withheld where confidentiality requirements apply, and a charge may be made for photocopying.
Additional support for you and your family
If there are wider difficulties affecting your child or family and you would like to explore additional support, information about Early Help services in North Yorkshire is available through the North Yorkshire Safeguarding Children Partnership (NYSCP).
The following organisations and resources may also be helpful:
I have included below, further information which may be useful: 

· The DFE Guidance for parents and carers on behaviour, suspension and permanent exclusion can be found here
· North Yorkshire’s SENDIASS service provides  information, advice and support to children and young people with SEND, including on exclusions click here or out of county services can be found here   
· Coram’s Child Law Advice service can be found through their website here or by telephone on 0300 330 5485 from Monday to Friday, 10am – 4pm  
· Independent Provider of Special Education Advice (known as IPSEA) a registered charity available here. 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.
· The Solihull Approach online courses for parents, a pre-paid, locally funded offer, Togetherness North Yorkshire can be found here
· The most recent statutory guidance on suspensions and exclusions can be found here

Data Protection
The school is required to notify the Local Authority of all suspensions. Information is processed in accordance with UK GDPR. Further information can be found here 
Yours sincerely,
[Headteacher's Name]
Headteacher

OFFICIAL - SENSITIVE

OFFICIAL - SENSITIVE

OFFICIAL - SENSITIVE

