


NYC Local Authority Suspension/Exclusion Guidelines for Headteachers of Maintained Schools, Pupil Referral Services and Academies
	FIXED TERM (FTS)
up to and including 5 days in one term 
Use Model Letter 1
	FIXED TERM (FTS)
of more than 5 days and up to 15 days in one term (cumulatively) 
Use Model Letter 2
	FIXED TERM (FTS)
of more than 15 days in one term and no more than 45 days in school year (cumulatively)  
Use Model Letter 3
	PERMANENT (PEX) 
Use Model Letter 4
NB:    The headteacher can withdraw an exclusion prior to the Governors meeting

	· Immediately contact parents or carers to inform them of the type, length and reason(s) for suspension/exclusion
· Use the appropriate model letter (see above) to inform (in writing) parents or carers of the suspension/exclusion and their right to make representations to the Governing Body PDC
· Make arrangements for setting and marking work for the first 5 days of any suspension/exclusion and inform parents of this
if a pupil has a social worker, or is looked-after and is at risk of suspension or permanent exclusion, the headteacher must  inform the social worker and virtual school head, and involve them in relevant discussions. The headteacher must also, without delay after their decision, notify the social worker and/or VSH, as applicable to ensure the pupil receives education from day one. 

	· Inform LA of permanent exclusion within one school day, completing form EX1P forwarded  with a copy of the letter sent to parents to exclusions@northyorks.gov.uk
· Suspensions will be notified via the school MIS system (please ensure your school is aligned with this system) 
· Make arrangements for a re-integration meeting to reflect, plan and to ensure a fresh start. 
· In the case of a permanent exclusion, please see ‘Pupil Disciplinary Meeting Checklist’ document on CYPS info. 
	· Inform the home LA if not North Yorkshire of the exclusion (include NY for statutory monitoring purposes) completing form EX1P within one school day to ensure 6th day provision can be arranged in line with statutory timescales
· Consider an Early Help assessment where necessary

	· Ensure all statements and other documentation (including from parents/carers) together with a list of participants is available and circulated before any PDC meeting to all who will be attending (including parents/carers, the PDC, the LA and the pupil, if attending)
· Ensure the LA are provided with the documentation and report. A Local Authority Exclusions Officer is allocated to prepare a Statement of Case, providing an objective review of the school's documentation against the statutory exclusion guidance. The purpose is to support the Governor Disciplinary Committee (GDC) by identifying relevant lines of enquiry and key considerations to assist governors in determining whether the Headteacher's decision is lawful, fair, proportionate, and capable of withstanding the scrutiny of an Independent Review Panel. 
· Following the meeting, comply with PDC decision to either uphold the suspension/exclusion or else reinstate the pupil immediately (or on a specific date)

	· Arrange suitable full-time education from the 6th day 
· If two suspensions run consecutively and total more than 5 days the school MUST provide full-time education from the 6th day
	· Maintain the excluded pupil on the school roll until any legal process has completed (i.e. the deadline has passed for a parental appeal to an Independent Review Panel)

	Please note the following key information from the Statutory Guidance:
· Any decision to suspend/exclude must be made in line with the principles of administrative law i.e. that it is lawful, rational, reasonable, fair, proportionate and is a measure of last resort.
· Where a suspension or exclusion would cause a pupil to miss a public examination or national curriculum test, governors must, where reasonably practicable, consider the case before the examination. If this is not possible, the Chair may consider the suspension or exclusion alone.
· Letters may need to be translated into other languages where the parents/carers first language is not English.
· A child in the care of the LA (or in voluntary care) should not be suspended/excluded without considering alternative options for supporting the pupil and discussion with the LA to ensure suitable alternative full –time provision from Day 1
· Suspended/Excluded pupils should be enabled and encouraged to participate at all stages of the process, taking into account their age and understanding - Pupils aged 18 or over have the right to represent themselves instead of parent/carer
· Governors should not interpret a parental acceptance of full-time education off-site as signalling agreement with the Headteacher’s decision to suspend/exclude
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