



Model letter 7 – permanent exclusion or suspension – GB decision being to reinstate. 

From the clerk to the governing body / management committee to the parents (but see *) of a permanently excluded or suspended pupil where the decision taken by the governing body / management committee at its reinstatement consideration meeting was to reinstate the pupil.  

Please see the DfE statutory guidance on Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement 
* Where the suspended/permanently excluded pupil is 18 or over, the governing body’s duty is to notify the suspended/permanently excluded pupil – please see paragraph 131 and footnote 73 of the DfE statutory guidance – and the notification must be written accordingly.

References to governing body (ie in the case of a maintained school) / management committee (ie in the case of a pupil referral unit) to be tailored (or amended) throughout.
Dear [name(s) of parent(s)/carer(s)], 
[for permanently excluded pupil]:
The meeting of the governing body / management committee at [school / PRU] on [date] considered the decision by [head teacher] to permanently exclude [pupil’s name]. 
[or for suspended pupil]:
The meeting of the governing body / management committee at [school / PRU] on [date] considered the decision by [head teacher] to suspend [pupil’s name] for the period from [start date of suspension] to [end date of suspension].

[for both]
The governing body / management committee, after carefully considering all the representations made and all the evidence made available, has decided to reinstate [pupil’s name] in school. 

The reasons for the governing body’s / management committee’s decision are as follows: 
[Set out the reasons for the GB’s decision in sufficient detail to enable all parties to understand why the decision was made – see paragraph 137 of the statutory guidance – link as above]
[for a permanent exclusion, or for a suspension where the pupil is not yet back in school, add:]
[Pupil’s name] will return to school on [date]. 

[where the details are known] You and [pupil’s name] are requested to attend a reintegration meeting with [name of staff member] on [date] at [time].  If this is not convenient, please contact the school as soon as possible to arrange a suitable alternative date and time. 
[where these details not known] The school will be in contact shortly to invite you and [pupil’s name] to a reintegration meeting with [name of staff member]. 
The purpose of the reintegration meeting is to discuss a reintegration strategy for [pupil’s name]’s return to school, which will focus on offering [pupil’s name] a fresh start; helping [them] to understand the impact of their behaviour on themselves and others; supporting [them] to meet the high expectations of behaviour in line with the school culture; fostering a renewed sense of belonging within the school community; and building engagement with learning.
Yours sincerely, 

[signature and name]

Clerk to the governing body / management committee 
cc.
[headteacher]
[the Local Authority representative/s]
[if applicable – the ‘Home Authority’ representative]
[if applicable – the pupil’s allocated social worker]
[if applicable – the Virtual School Head]

