Model letter 5
From the headteacher of a primary, secondary or special school (or the teacher in charge of a PRU) notifying the parent(s) of a pupil's permanent exclusion.  This model letter also contains a section to be included where the pupil would also potentially miss a public examination or national curriculum test due to the permanent exclusion.
This model refers to the governing body - in the case of a maintained school, or management committee - in the case of a pupil referral unit.  Please delete or amend as appropriate throughout.  
Please also see the statutory guidance on Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement.
Dear [Parent/s Name/s],
I regret to inform you of my decision to permanently exclude [Child's Name] with effect from [date]. This means that [Child's Name] will not be allowed in this school/this pupil referral unit unless [they are] reinstated by the governing body/management committee.
I realise that this exclusion may well be upsetting for you and your family, but the decision to permanently exclude [Child's Name] has not been taken lightly. [Child's Name] has been excluded because [reasons for the exclusion, include full explanation & incident(s) — include any other relevant previous history].
[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 [Child's Name]'s education to continue will be made. For the first five school days of the exclusion, we will set work for [Child'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 will provide suitable full-time education for [Child’s Name]. [Where the pupil resides in RBWM:] The Education team at The Royal Borough of Windsor & Maidenhead has been notified of this permanent exclusion and will be in contact with you to discuss the details of the alternative education provision. [or where the pupil lives in a local authority other than the excluding school's local authority] I have 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 [Child’s Name]’s 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/management committee must meet to consider the head teacher’s decision to exclude. You have the right to attend this meeting, and to present your views and make representations to the governing body/management committee at the meeting.  You also have the right to bring a friend and / or a representative (at your own expense) to the meeting. [adding the following if relevant - taking into account the pupil’s age and level of understanding -] [Child’s Name] is also invited to attend the meeting, and to make a representation on [their] own behalf if [they wish] to do so. 

The clerk to the governing body/management committee will be in touch with you regarding the arrangements for this meeting.  You can also contact them directly at [give contact details.]   

The clerk will also advise on how you and/or your child may submit any written representations and/or information which you may wish to have included in the paperwork for the meeting, and will also ask whether you have any requirements in regards of accessibility, whether any reasonable adjustments could be made to support your attendance and participation at the meeting and/or whether you would find it helpful to have an interpreter present.

The governing body/management committee must take reasonable steps to arrange for this meeting to take place on or before [specify deadline date of 15 school days from date of exclusion].    [If the exclusion would additionally result in the pupil missing a public examination or a national curriculum test, add the following-]  However, as this exclusion could result in [Child’s Name] missing a public examination / national curriculum test/s on [specify date/s], insofar as it is reasonably practicable, the meeting will be arranged to take place before [exam/curriculum test date].  If the governing body’s/management committee’s pupil discipline committee cannot convene before this date, then [in the case of a maintained school/PRU] the chair of governors/chair of the management committee may consider the [Child’s Name]’s reinstatement. [in the case of an academy but only IF the trust’s articles allow it] [Child’s Name]’s reinstatement may be considered by a smaller sub-committee of the board.
[for all cases…]
You have the right to request that the meeting is held via the use of remote access (for example via a live video link.)   Before deciding on whether to request a remote access meeting, you may wish to consult Annex A (page 76) of the Department for Education’s statutory guidance on Suspension and Permanent Exclusion from maintained schools, academies and pupil referral units in England, including pupil movement, which is available on the government’s website at https://www.gov.uk/government/publications/school-exclusion and which sets out a number of things which you may wish to consider before requesting a remote access meeting. 
If you decide you wish to request a remote access meeting, please contact the clerk to the governing body/management committee on [give clerk contact details] and the clerk will advise on the next steps.  The governing body/management committee will make all reasonable efforts to arrange for the meeting to be held via remote access, however – in accordance with the Department of Education’s statutory guidance (as above) – if the governing body/management committee decides it cannot be satisfied that the meeting would be held fairly and transparently via remote access, then it will take place in person.  
If you do not request a remote meeting, or do not state a wish either way, the governing board/management committee will arrange for the meeting to take place in person.
The remit of the meeting is for the governing body/management committee to consider reinstatement of your child. In light of its consideration, the governing body/management committee has the power to reinstate your child, either immediately or from a specified date, or alternatively it has the power to decline to reinstate your child, in which case you would have the right to ask for the decision to be reviewed by an Independent Review Panel. 

If you believe that there has been unlawful discrimination in relation to this exclusion, you may raise the issue with the governing body/management committee at the meeting.

If you believe that there has been unlawful discrimination in relation to this exclusion then you may also make a claim under the Equality Act 2010 to the First-tier Tribunal (Special Educational Needs and Disability) in the case of disability discrimination, or the County Court, in the case of other forms of discrimination.  A claim of discrimination under the Equality Act 2010 made under these routes should be lodged within six months of the date on which the discrimination is alleged to have taken place (e.g. the date on which your child was excluded).

You have the right to see a copy of [Child’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 [Child’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.

You may wish to contact Rosie Gossage, Inclusion and Access Officer at Royal Borough of Windsor & Maidenhead on rosie.gossage@achievingforchildren.org.uk / 07704 300093, who can provide advice.
I would also draw your attention to the following sources of free and impartial information:
· The Department for Education’s Guidance for parents and carers on behaviour, suspension and permanent exclusion which can be found here: https://www.gov.uk/government/publications/school-exclusions-guide-for-parents
· Coram’s Child Law Advice service can be accessed through their website https://childlawadvice.org.uk/information-pages/school-exclusion/ or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm

· Independent Provider of Special Education Advice (known as IPSEA – 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 Special Educational Needs Information Advice & Support Services Network: The Information, Advice and Support Services Network (councilfordisabledchildren.org.uk)

· The Royal Borough of Windsor & Maidenhead Information & Advice Service can be contacted on 01628 683182 or at ias@rbwm.gov.uk. Further information can be found on the website: https://www.ias-rbwm.info/
The Department for Education’s statutory guidance on Suspension and Permanent Exclusion from maintained schools, academies and pupil referral units in England, including pupil movement, as referred to above, can be found at: https://www.gov.uk/government/publications/school-exclusion.
Yours sincerely,
[Name]
Headteacher (teacher in charge in case of a PRU)

CC: The pupil’s allocated social worker [if applicable]
CC: The Virtual School Head [if applicable]
