


	

Model letter 5
Letter from the Clerk inviting parents to a Governing Body/Management Committee meeting
For suspensions of 15+ days (or less when parent requests a meeting)




Dear Parent/carer’s name

Further to name of Headteacher/Principal’s letter dated date and our subsequent telephone conversation (or emails), I am writing to confirm that the Pupil Discipline Committee of this school will meet on date at time in the location at school (or alternative location – give details) to consider the suspension of your son/daughter, name (DOB).

The duty of the Committee is to consider the suspension and decide whether to reinstate name (that is, may return to school) or whether to decline reinstatement (that is the fixed term suspension would remain in place).

It is anticipated that the following people will be present at the meeting: names, of the Student Discipline Committee and the Headteacher/Principal, name.   name will also join the meeting when necessary (if witnesses are being called).  

[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.  by contacting me at the number detailed above (extension xxx), by email: email address or, alternatively, please complete and return the reply slip at the bottom of this letter (SAE attached).
 
The Committee will consider carefully all the circumstances of the suspension, including any letter that you send to them and statements you make at the meeting, as well as the report of the Headteacher/Principal.  If you would like to write to the Committee, I would be grateful to receive your letter by date so that I can send copies to the Committee, the LA and to the Headteacher/Principal. Similarly, I will send you a copy of the reports sent to the Committee.

The Committee would also like name to attend and speak and answer questions at the meeting if you are in agreement with this and he/she is entitled to bring a friend.  Alternatively, he/she may wish to communicate his/her views by other means i.e., a letter or statement of the incident. (This would need to be determined with parents taking into account the age of the child, but children should be encouraged to take part in the process)

At the meeting, the Chair will explain how it will proceed, but you will have the opportunity to tell the Governing Body why you think name should return to school and to ask the Headteacher/Principal and the LA representative questions.

When you and the Headteacher/Principal have completed what you want to say, the Chair will ask everyone, apart from the Committee and me, to withdraw whilst the Committee arrives at its decision. 

You should be given the decision as soon as possible and in writing by me within one day of the meeting. 

[bookmark: _Hlk187672501]During our telephone conversation/or email conversation, you indicated your intention to attend the meeting, but I would be grateful if you could confirm by either contacting me at the number detailed above (extension xxx), by email: email address or, alternatively, please complete and return the reply slip at the bottom of this letter (SAE attached).

If you wish to be accompanied by a friend or representative, could you please let me know as soon as possible?  Could you also please advise me if you have a disability or special needs which would affect your ability to attend, or to take part in, a meeting at the school.  Also, could you please inform me if it would be helpful if you had an interpreter at the meeting.

If you feel there are issues outside of school which may be impacting on (Pupil’s Name)’s behaviour, you may wish to ask school to complete an Early Help Assessment and for them to discuss this with the local authority’s Early Help Consultant with a view to exploring other sources of support that are available. More information about Early Help can be found here NYSCP

 I have also included below further information which may be of use to you: -
1. The DfE Guidance for parents and carers on behaviour, suspension and permanent exclusion can be found here
1. 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   
1. 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  
1. 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.
1. The Solihull Approach online courses for parents, a pre-paid, locally funded offer, Togetherness North Yorkshire can be found here
1. The most recent statutory guidance on suspensions and exclusions can be found here

Please do not hesitate to contact me should you require clarification with regard to this letter.  Please remember the date by which I need any letter you wish to send i.e., date.

Yours sincerely


Clerk to the Governing Body

-------------------------------------------------------------------------------------------------------------
To: Clerk to Governing Body, school

Name of pupil, dob, yr gp

Meeting of Pupil Discipline Committee to be held on date at time to review the Headteacher/Principal’s decision to suspend name from school

I/we wish/do not wish* to attend the meeting to consider the reinstatement of my/our child into school. 
I/we will/will not be* accompanied by a friend and/or representative (if applicable)
My/our child will/will not be* attending (if applicable)  
My/our child will/will not* be accompanied by a friend and/or representative (if applicable)
[bookmark: _Hlk187672557]I/we do/do not* wish to have an interpreter present at the meeting.
Disability/Special Need*: Please either telephone the Clerk or detail below arrangements which may assist you to attend the meeting, as applicable:
I/we do/do not* wish for a Local Authority representative to be invited (Academies) 
……………………………………………………………………………………………………

……………………………………………………………………………………………………

* Please delete as applicable

Signed: …………………………………………………………………………………. 
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