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The Consortium Academy Trust (“the Trust”) believes that in order to achieve its vision of
success and fulfilment for every learner and enable effective education to take place, good
behaviour in all aspects of academy life is necessary. The decision to exclude any learner
therefore, will only be taken in exceptional circumstances and:
•
•

In response to significant breaches of the Academy's Behaviour For Learning Policy
If allowing the learner to remain in the Academy would seriously harm the education
or welfare of the learner or others in the Academy.

In accordance with the Exclusions from maintained school, academies and pupil referral unit
in England Statutory Guidance September 2017.
Roles and Responsibilities
The decision to exclude a learner from the Academy can and will only be taken by the
Headteacher or, in their absence a Deputy Headteacher, or the most Senior Member of staff
to whom the authority to exclude has been delegated.
Deciding whether to exclude a learner
The decision to exclude a learner is a matter of judgement for the Headteacher, who will take
into account the likely impact of the misconduct on the life of the Academy. This may include
behaviour on the Academy premises, outside the Academy e.g. bus, journey home or during
Academy visits and residential activities that is in breach of the standards of behaviour
expected by the Academy.
Exclusion, whether internal, fixed term or permanent may be used for any of the following, all
of which constitute examples of unacceptable conduct, and are infringements of the Academy
Behaviour Policy:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Actions which put the learner or others in danger
Verbal abuse of staff and others
Verbal abuse of learners
Physical abuse of/attack on staff
Physical abuse of/attack on learners
Malicious accusations against members of staff
Indecent behaviour
Damage to property
Misuse of illegal drugs
Misuse of other substances
Theft
Serious actual or threatened violence against another learner or a member of staff
Sexual abuse or assault
Supplying an illegal drug
Carrying an offensive weapon
Arson
Unacceptable behaviour which has previously been reported and for which Academy
sanctions and other interventions have not been successful in modifying the learner's
behaviour
Persistent refusal to accept Academy sanctions

This is not an exhaustive list and there may be other situations where the Headteacher makes
the judgement that Exclusion is an appropriate and fair sanction.
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Before reaching a decision to exclude either permanently, or for a fixed period, the
Headteacher will:
•
•
•
•
•

consider all relevant facts and such evidence as may be available to support the
allegations made, taking into account the Academy's Behaviour For Learning and
Equal Opportunities policies.
make every effort to ensure that the learner makes or dictates a written statement to
give their version of events
check whether the incident may have been provoked, for example by racial or sexual
harassment
(if necessary) consult others, being careful not to involve anyone who may have a role
in any statutory review of the decision, for example members of the Governing Body's
Discipline Committee
keep a written record of the actions taken, including any interview with the learner.
Witness statements should be dated and signed, wherever possible.

Learner behaviour outside the Academy will be dealt with in the same way as behaviour inside
the Academy where it is considered that there is a clear link between the inappropriate
behaviour outside the Academy harming the education, welfare and discipline among the
Academy community as a whole. Inappropriate learner behaviour in the immediate vicinity of
the Academy or on the journey to and from the Academy may result in exclusion.
Before permanently excluding a Child Looked After the Headteacher will discuss with the
appropriate Local Authority Virtual Headteacher the availability of suitable alternative
provision elsewhere.
In all instances of exclusion the Headteacher will ensure that parents/carers are notified
without delay of the exclusion and the reasons for it (Appendix 1-5 dependent on length)
Permanent Exclusions
Permanent exclusions will normally be used only as a last resort when a range of other
strategies have been exhausted.
In exceptional circumstances, the Headteacher might consider it appropriate to permanently
exclude a child for a first or one-off offence where on the balance of probability the learner
has contravened the Academy Behaviour Policy. Such circumstances might include, but are
not limited to:
•
•
•
•
•
•
•
•

Where there has been serious actual, attempted or threatened violence against
another learner or member of staff
Sexual misconduct
Misuse of illegal drugs (support should also be sought for the learner)
Supplying an illegal drug
Carrying an offensive weapon with intent to cause harm
Any severe form of bullying including racist, sexist or homophobic bullying
Any action resulting in a serious health and safety issue.
Any activity on the way to and/or from school which contravenes acceptable behaviour

In cases where a criminal offence has taken place, the Police may be informed and where
appropriate, the Youth Offending Team, Social Services or any other outside agency involved
with the learner.
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Should the Headteacher decide to permanently exclude a learner, they will inform the child’s
home Local Authority Exclusions Officer, Chair of the Local Board of Governors and CEO at
the earliest possible opportunity.
The LA will then ensure that all statutory duties regarding Sixth Day provision are met and
communicate with the parent/carer the necessary arrangements within specified timeframes.
Fixed term exclusion
The Headteacher may exclude a learner for up to 45 days in any one school year.
No exclusion will be given for an unspecified period of time.
No fixed term exclusion will be extended, unless further evidence emerges on investigation. A
fixed term exclusion will not be converted to a permanent exclusion. If new evidence emerges
this must be a new sanction.
Procedures following a fixed term exclusion
The Headteacher will inform the parent/carer of the period of the exclusion and the reasons
for it. During this process the Academy will ensure that the parent/carer is informed of their
duties in the first five days.
Where the exclusion is for a period of between one and five days the Academy will set work
and arrange for it to be marked where practically possible. Where a learner is given an
exclusion of six ‘school’ days or longer the Academy will arrange suitable full-time education
from and including the sixth day provided there are no health and safety risks in relation to the
physical and emotional well-being of supervising staff. If a parent/carer or learner refuses the
offer of suitable full time education, the Academy will not offer an alternative unless there are
exceptional circumstances.
During the period of exclusion the Academy will consider strategies to address the learner’s
problems and identify any support that may be necessary to promote a successful
reintegration.
The parent/carer has the right to make representations about the exclusion in writing to the
Discipline Committee of the Local Governing Board.
Should any parent/carer refuse to comply with the terms of an exclusion, the Academy may
notify the Social Services Department and the Police if, in the Headteacher's view, the learner
or any other person may be at risk as a result of a failure to meet the terms of the exclusion
or are at risk under safeguarding guidance. If the issues cannot be resolved, the Education
Welfare Service will be contacted and the advice of the relevant Local Authority Exclusions
Officer will be sought.
Lunchtime exclusion
Learners whose behaviour at lunchtime is disruptive may be excluded from the Academy
premises for the duration of the lunchtime period. Any lunchtime exclusion will be treated in
the same way as any other fixed term exclusion and parents/carers will be informed in the
same way. Any learner entitled to a free meal will be offered a packed lunch.
Reintegration
A reintegration meeting with parents/carers will be held during or following the expiry of all
fixed term exclusions. The learner should normally attend all or part of the meeting.
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A fixed term exclusion will not be extended because a meeting with parents/carers cannot be
arranged. In the event that a meeting with parents/carers cannot be arranged, the meeting will
still be held with the learner and an appropriate adult. The Academy will keep a record if
parents/carers fail to attend and any reason given.
Other considerations
The Academy will implement the Exclusion Policy with due regard to the implications arising
from the Special Educational Needs and Disability Act 2001, the Race Relations (Amendment)
Act 2000, the Human Rights Act 1998 and any other relevant legislation.
The Trust will be sensitive to the needs of children in public care when excludable incidents
occur. Professional advice will always be sought and Social Services will be kept informed at
the earliest opportunity.
Alternatives to exclusion
The Trust is committed to using exclusion as a last resort. Alternatives will always be
considered and may include:
•
•
•
•

restorative justice processes
internal exclusion processes
a managed move, in line with the locally agreed protocol.
alternative provision

No learner will be excluded solely for:
•
•
•
•
•
•
•

minor incidents e.g. failure to do homework
poor academic performance
lateness or truancy
pregnancy
additional need
breaches of the Academy uniform rules except where these are persistent and/or in
open defiance of the rules
the behaviour of their parents/carers e.g. parents refusal or inability to attend meetings
to discuss the behaviour of the learner.

Procedures for review and appeal
The Trust will ensure that provision for arrangements to review promptly all permanent
exclusions and all fixed term exclusions totalling over 15 days in a term, is made. Where
exclusion is more than 5, but not more than 15 school days in one term, the Local Governing
Board will review the exclusion, within the statutory time frame, but only if the parent/carer
requests such a meeting.
Headteachers are responsible for ensuring that all information regarding the exclusion and
the learner’s education history (where appropriate) is issued to the parents/carers and
Governor Panel in a timely fashion (Appendix 6) but at least 5 working days prior to the
hearing. In line with our commitment to safeguard personal data the information will be sent
via personal email to the parent/carer, where they have given written (email acceptable)
permission to receive the information in this fashion or by recorded delivery. For Governing
Board Panel members, information will be emailed using their academy email account
ONLY.
During a meeting of the Local Governing Board Disciplinary Committee to review the
decision of the Headteacher, the Clerk will arrange:
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•
•
•
•
•
•

A panel of three Governors
Identify a Chair of the Panel
Arrange for a record of the hearing to be made
Contact all parties 24 hours prior to the hearing to ensure attendance
Confirm with parents/carers if they will be attending with a representative,
ascertaining the name and role of the representative
The Clerk must ensure prior to the meeting that the Headteacher and the
parent/carer (and their representative) remain independent of the Panel to ensure no
unrecorded conversation takes place which may impact on the integrity of the
hearing.

The Chair must have empathy for the parent/carer during the hearing but has the
responsibility to ensure that proceedings are conducted in line with the statutory guidance
and agenda.
Parents/carers will be notified of the decision of the panel verbally within 24 hours and then
subsequently in writing by the Clerk. The written confirmation must include the exact reason
for the decision of the panel, which must be agreed with the Chair. The written confirmation
will include the right of appeal.
Where a parent/carer wishes to appeal, the Clerk must notify the Clerk to the Trust to
arrange an Independent Review Panel within the statutory timeframe.
COVID 19 Addendum
When issuing a Fixed Term Exclusion of a length of time when sixth day provision is a
statutory requirement academies must balance the public health risk and the legal
requirement to provide education from day 6 of a fixed term exclusion. The provision can in
the current extenuating circumstances be provided remotely, the type and location of
provision which is being made available must be made clear to parents in the exclusion
letter sent by the Headteacher.
This is not the case for Permanent Exclusion where the provision of sixth day education is to
be provided by the child’s home Local Authority and not the academy.
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Appendix 1
From Headteacher notifying parent /carer of a fixed period exclusion of 5 school days or
fewer in one term, and where a public examination is not missed.
Dear [Parent/carer name]
I am writing to inform you of my decision to exclude [Child's Name] for a fixed period of
[specify period]. This means that he/she will not be allowed in school for this period. The
exclusion begins/began on [date] and ends on [date].
I realise that this exclusion may well be upsetting for you and your family, but the decision to
exclude [Child's Name] has not been taken lightly. [Child's Name] has been excluded for this
fixed period because [reason for exclusion].
[for learners of compulsory school age]
You have a duty to ensure that your child is not present in a public place in school hours
during this exclusion on [specify dates] unless there is reasonable justification for this. I
must advise you that you may receive a penalty notice from the local authority if your child is
present in a public place during school hours on the specified dates. If so, it will be for you to
show reasonable justification.
We will set work for [Child's Name] to be completed on the days specified in the previous
paragraph as school days during the period of his/her exclusion when you must ensure that
he/she is not present in a public place without reasonable justification. [detail the
arrangements for this]. Please ensure that work set by the school is completed and returned
to us promptly for marking.
You have the right to make representations about this decision to the governing
body/management committee. If you wish to make representations please contact [Name of
Contact] on/at [contact details — address, phone number, email], as soon as possible.
Whilst the governing body/management committee has no power to direct reinstatement,
they must consider any representations you make and may place a copy of their findings on
your child's school record.
You should also be aware that if you think the exclusion relates to a disability your child has,
and you think disability discrimination has occurred, you have the right to appeal, and/or
make a claim, to:
HM Courts & Tribunals Service
Special Educational Needs and Disability Tribunal
1st Floor, Darlington Magistrates Court
Parkgate
Darlington
DL1 1RU
Fax: 0870 739 4017 Email: sendistqueries@hmcts.gsi.gov.uk If you need to contact us by
telephone our number is: 01325 289350
[This paragraph applies if the Headteacher chooses to hold a reintegration interview.]
You [and your child or learner's name] are requested to attend a reintegration interview with
me [alternatively, specify the name of another staff member] at [place] on [date] at [time]. If
that is not convenient, please contact the school [within the next ten days] to arrange a
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suitable alternative date and time. The purpose of the reintegration interview is to discuss
how best your child's return to school can be managed [not for parents of secondary aged
learners]. Failure to attend a reintegration interview will be a factor taken into account by a
magistrates' court if, on future application, they consider whether to impose a parenting
order on you.
You also have the right to see a copy of [Child's Name]'s school record. Due to
confidentiality restrictions, you will need to 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 Susan Pearce, Exclusion & Reintegration Officer at County Hall
Beverley HU17 9BA.
Telephone 01482 392146 option 2. susan.pearce@eastriding.gov.uk or
Alyson Joyce Senior Admissions Officer, Room 128, Second Floor, The Guildhall, Alfred
Gelder Street, Hull, HU1 2AA for advice on the guidance.
Telephone 01482 613348 email alyson.joyce@hullcc.gov.uk
You may also find it useful to contact the Children's Legal Centre 0845 345 4345
http://www.childrenslegalcentre.com/ The advice line is open from 9.00 am to 6.30 pm
Monday to Friday. They offer information and support on state education in England and
Wales, including on exclusion from school.
Parents/carers of children with Special Educational needs and disability can contact,
SENDIASS (Special Educational Needs and Disability Information Advice and Support
Service) on 01482 396469 who will be able to offer support and advice. Their email address
is;
sendiass@eastriding.gov.uk
The statutory guidance on exclusion can be accessed by following this link:https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment
_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
[Child's Name]'s exclusion expires on [date] and we expect [Child's Name] to be back in
school on [date] at [time].
Yours sincerely
[Name]
Headteacher
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Appendix 2
From Headteacher notifying parent(s) /carers of a learner of that learner's fixed period
exclusion of more than 5 school days (up to and including 15 school days) in a term
Dear [Parent/carer name]
I am writing to inform you of my decision to exclude [Child's Name] for a fixed period of
[specify period]. This means that [Child's Name] will not be allowed in school for this period.
The exclusion start date is [date] and the end date is [date]. Your child should return to
school on [date].
I realise that this exclusion may well be upsetting for you and your family, but my decision to
exclude [Child's Name] has not been taken lightly. [Child's Name] has been excluded for this
fixed period because [specify reasons for exclusion].
[for learners of compulsory school age - next 3 paragraphs]
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 [or specify dates if exclusion is for fewer than 5 days] of this
exclusion, that is on [specify dates]. I must advise you that you may be prosecuted or
receive a penalty notice from the local authority if your child is present in a public place on
the specified dates without reasonable justification. It will be for you to show that there is
reasonable justification for this.
We will set work for [Child's Name] during the [first 5 or specify other number as
appropriate] school days of his [or her] exclusion [specify the arrangements for this]. Please
ensure that work set by the school is completed and returned to us promptly for marking.
[if the individual exclusion is for more than 5 days]
From the [6th school day of the learner's exclusion [specify date] until the expiry of his
exclusion we 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.] will provide suitable full-time
education. On [date] he should attend at [give name and address of the alternative provider
if not the home school] at [specify the time — this may not be identical to the start time of
the home school] and report to [staff member's name]. [If applicable — say something about
transport arrangements from home to the alternative provider. If not known, say that the
arrangements for suitable full time education will be notified by a further letter].
School You have the right to request a meeting of the school's discipline committee to
whom you may make representations, and my decision to exclude can be reviewed. As the
period of this exclusion is more than 5 school days in a term the discipline
committee/management committee must meet if you request it to do so. The latest date by
which the discipline committee/management committee must meet, if you request a
meeting, is [specify date — no later than the 50th school day after the date on which the
discipline committee were notified of this exclusion]. If you do wish to make
representations to the discipline committee/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. Please advise if you have a
disability or special needs which would affect your ability to attend or take part in a meeting
at the school. Also, please inform [contact] if it would be helpful for you to have an
interpreter present at the meeting.
You should be aware that if you think the exclusion relates to a disability your child has, and
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you think disability discrimination has occurred, you may make a claim to the Special
Educational Needs and Disability Tribunal. The address to which claims should be sent is:
SENDIST, Mowden Hall, Staindrop Road, Darlington DL3 9DN. Making a claim would not
affect your right to make representations to the discipline committee.
(If a reintegration interview is going to be arranged)
You [and your child or learner's name] are requested to attend a reintegration interview with
me [alternatively, specify the name of another staff member] at [place] on [date] at [time]. If
that is not convenient, please contact the school before your child is due to return to arrange
a suitable alternative date and time. The purpose of the reintegration interview is to discuss
how best your child's return to school can be managed. Failure to attend a reintegration
interview will be a factor taken into account by a magistrates' court if, on future application,
they consider whether to impose a parenting order on you.
You have the right to see and have a copy of, your child's school record. Due to
confidentiality restrictions, you must notify me in writing if you wish to be supplied with a
copy of your child'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 Susan Pearce, Exclusion & Reintegration Officer at County Hall
Beverley HU17 9BA
Telephone 01482 392146 option 2. susan.pearce@eastriding.gov.uk or
Alyson Joyce Senior Admissions Officer, Room 128, Second Floor, The Guildhall, Alfred
Gelder Street, Hull, HU1 2AA who can provide advice on the guidance.
Telephone 01482 613348 email alyson.joyce@hullcc.gov.uk
You may also find it useful to contact Children's Legal Centre 0845 345 4345
http://www.childrenslegalcentre.com/ The advice line is open from 9.00 am to 6.30 pm
Monday to Friday. They offer information and support on state education in England and
Wales, including on exclusion from school.
Parents/carers of children with Special Educational needs and disability can contact,
SENDIAS (Special Educational Needs and Disability Information Advice and Support Service)
on 01482 396469 who will be able to offer support and advice. Their email address is;
sendiass@eastriding.gov.uk
The statutory guidance on exclusion can be accessed by following this link:https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment
_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
[Child's Name]'s exclusion expires on [date] and we expect [Child's Name] to be back in
school on [date] at [time].
Yours sincerely
[Name]
Headteacher

The Consortium Academy Trust

Exclusion Policy

Page 11 of 23

Appendix 3
From Headteacher notifying parent /carer of a fixed period exclusion of more than 15
school days in total in one term
Dear [Parent /carer name]
I am writing to inform you of my decision to exclude [Child's Name] for a fixed period of
[specify period]. This means that [Child's Name] will not be allowed in school for this period.
The exclusion begins/began on [date] and ends on [date].
I realise that this exclusion may well be upsetting for you and your family, but the decision to
exclude [Child's Name] has not been taken lightly. [Child's Name] has been excluded for this
fixed period because [reason for exclusion].
[for learners of compulsory school age — next 3 paragraphs]
You have a duty to ensure that your child is not present in a public place in school hours
during [the first five school days of exclusion or specify dates], unless there is reasonable
justification for this. I must advise you that you may be prosecuted or receive a penalty
notice from the local authority if your child is present in a public place on the specified
dates. It will be for you to show that there is reasonable justification.
We will set work for [Child's Name] during the [first five school days or specify dates] of
his/her exclusion [specify the arrangements for this]. Please ensure that work set by the
school is completed and returned to us promptly for marking.
[if the individual exclusion is for more than 5 days]
From the [6th school day of the learner's exclusion] [specify date] until the expiry of his
exclusion we will provide suitable full-time education. [Set out the arrangements if known at
the time of writing, e.g.] On [date] he should attend [give name and address of the
alternative provider] at [specify the time — this may not be identical to the start time of the
home school] and report to [staff member's name]. [If applicable — say something about
transport arrangements from home to the alternative provider] [if not known say that the
arrangements for suitable full time education will be notified shortly by a further letter].
As the length of the exclusion is more than 15 school days in total in one term the governing
body/management committee must meet to consider the exclusion. At the review meeting
you may make representations to the governing body/management committee if you wish.
The latest date on which the governing body/management committee can meet is [date
here — no later than 15 school days from the date the governing body is notified]. If you
wish to make representations to the governing body/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/management committee of the time, date and location of the meeting. Please advise if
you have a disability or special needs which would affect your ability to attend or take part in
a meeting at the school. Also, please inform [contact] if it would be helpful for you to have an
interpreter present at the meeting.
You should also be aware that if you think the exclusion relates to a disability your child has,
and you think disability discrimination has occurred, you have the right to appeal to the
Special Educational Needs and Disability Tribunal. The address to which appeals should be
sent is SENDIST, Mowden Hall, Staindrop Road, Darlington DL3 9DN. Making a claim would
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not affect your right to make representations to the governing body/management
committee.
(If the Headteacher chooses to hold a reintegration interview)
You [and your child or name of learner] are invited to attend a reintegration interview with
me [alternatively, specify the name of another staff member] at [place] on [date] at [time]. If
that is not convenient, please contact the school before your child is due to return to arrange
a suitable alternative date and time. The purpose of the reintegration interview is to discuss
how best your child's return to school can be managed. Failure to attend a reintegration
interview will be a factor taken into account by a magistrates' court if, on future application,
they consider whether to impose a parenting order on you.
You also have the right to see and have a copy of [Child's Name]'s school record. Due to
confidentiality restrictions, you will need to 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 Susan Pearce, Exclusion & Reintegration Officer at County Hall
Beverley HU17 9BA
Telephone 01482 392146 option 2. susan.pearce@eastriding.gov.uk or
Alyson Joyce Senior Admissions Officer, Room 128, Second Floor, The Guildhall, Alfred
Gelder Street, Hull, HU1 2AA who can provide advice on the guidance.
Telephone 01482 613348 email alyson.joyce@hullcc.gov.uk
You may also find it useful to contact Children's Legal Centre 0845 345 4345
http://www.childrenslegalcentre.com/ The advice line is open from 9.00 am to 6.30 pm
Monday to Friday. They offer information and support on state education in England and
Wales, including on exclusion from school.
Parents/carers of children with Special Educational needs and disability can contact,
SENDIASS (Special Educational Needs and Disability Information Advice and Support
Service) on 01482 396469 who will be able to offer support and advice. Their email address
is;
sendiass@eastriding.gov.uk
The statutory guidance on exclusion can be accessed by following this link:https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment
_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
[Name of Child]'s exclusion expires on [date] and we expect [Name of Child] to be back in
school on [date] at [time].
Yours sincerely
[Name]
Headteacher
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Appendix 4
From the Headteacher of a primary, secondary or special school notifying the
parent(s)/carers of that learner's permanent exclusion
Dear [Parent /carer name]
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 unless he/she is
reinstated by the governing body/the discipline 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 any other relevant previous history].
[For learners 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 learners 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. If not known say that the arrangements will be
notified shortly by a further letter.
[For learners of compulsory school age]
[Where learner 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 must meet to consider it. At the review
meeting you may make representations to the governing body if you wish and ask them to
reinstate your child in school. The governing body has the power to reinstate your child
immediately or from a specified date, or, alternatively, they have the power to uphold the
exclusion in which case you may appeal against their decision to an Independent Review
Panel. The latest date by which the governing body must meet is [specify the date — the
15th school day after the date on which the governing body was notified of the exclusion].
If you wish to make representations to the governing body 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 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.
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.
The Consortium Academy Trust
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You have the right to see a copy of [Name of Child]'s school record. Due to confidentiality
restrictions, you must notify me in writing if you wish to be supplied with a copy of [Name of
Child]'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 Susan Pearce, Exclusion & Reintegration Officer at County Hall
Beverley HU17 9BA
Telephone 01482 392146 option 2. susan.pearce@eastriding.gov.uk or
Alyson Joyce Senior Admissions Officer, Room 128, Second Floor, The Guildhall, Alfred
Gelder Street, Hull, HU1 2AA who can provide advice on the guidance.
Telephone 01482 613348 email alyson.joyce@hullcc.gov.uk
You may also find it useful to contact Children's Legal Centre 0845 345 4345
http://www.childrenslegalcentre.com/ The advice line is open from 9.00 am to 6.30 pm
Monday to Friday. They offer information and support on state education in England and
Wales, including on exclusion from school.
Parents/carers of children with Special Educational needs and disability can contact,
SENDIASS (Special Educational Needs and Disability Information Advice and Support
Service) on 01482 396469 who will be able to offer support and advice. Their email address
is;
sendiass@eastriding.gov.uk
The statutory guidance on exclusion can be accessed by following this link
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment
_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
Yours sincerely
[Name]
Headteacher
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Appendix 5
From the governors of a primary, secondary or special school notifying the parent(s)
/carers of the decision to uphold a learner's permanent exclusion
Dear [Parent/carer name]
The meeting of the governing body at [school] on [date] considered the decision by
[Headteacher/teacher in charge] to permanently exclude your son/daughter [name of
learner]. The governing body, after carefully considering the representations made and all
the available evidence, has decided to uphold [name of learner]'s exclusion.
Set out the reasons in sufficient detail to enable all parties to understand why the decision
was made
You have the right to appeal against this decision. If you wish to do so, you should advise the
school or the Local Authority, in writing, by (date – 15 school days after the day on which
notice in writing was given of the governing body’s decision. Where the notice is sent by
first class post it is treated as being given on the second working day after it was posted).
Your notice of appeal should state the grounds on which it is made. Although you may wish
to take a few days to consider whether you wish to appeal, I should stress that your right to
appeal does expire at the end of the 15th school day.
The Clerk must notify the Company Secretary to arrange an Independent Review Panel no
later than the 15th school day after the day on which the appeal was lodged.
Whether or not a school recognises that a learner has special educational needs (SEN) all
parents/carers have the right to request an SEN expert at an independent review panel.
The SEN expert’s role is to provide impartial advice to the panel about how SEN could be
relevant to the exclusion; for example whether the school acted reasonably in relation to
legal duties when excluding (name). Parents/carers will not incur any costs if they request
that the Local Authority appoints and SEN expert to attend the review.
Please make it clear if you would like an SEN expert appointed to attend the review.
Parents/carers may, at their own expense, appoint someone to make written and/or oral
representations to the panel. They may also bring a friend to the review.
If there is an allegation of discrimination (under the Equality Act 2010) in relation to this
exclusion, parents/carers can make a claim to the First-tier Tribunal or a County Court (for
other forms of discrimination). A claim of discrimination should be made within 6 months
of the date on which discrimination is alleged to have taken place.
You may wish to contact Susan Pearce, Exclusion & Reintegration Officer at County Hall
Beverley HU17 9BA
Telephone 01482 392146 option 2 susan.pearce@eastriding.gov.uk or
Alyson Joyce Senior Admissions Officer, Room 128, Second Floor, The Guildhall, Alfred
Gelder Street, Hull, HU1 2AA who can provide advice on the guidance.
Telephone 01482 613348 email alyson.joyce@hullcc.gov.uk
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You may also find it useful to contact Children's Legal Centre 0845 345 4345
http://www.childrenslegalcentre.com/ The advice line is open from 9.00 am to 6.30 pm
Monday to Friday. They offer information and support on state education in England and
Wales, including on exclusion from school.
Parents/ carers of children with Special Educational needs and disability can contact,
SENDIASS (Special Educational Needs and Disability Information Advice and Support
Service) on 01482 396469 who will be able to offer support and advice. Their email address
is;
sendiass@eastriding.gov.uk
The statutory guidance on exclusion can be accessed by following this link:https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment
_data/file/641418/20170831_Exclusion_Stat_guidance_Web_version.pdf
Advice on making a claim of discrimination to the First-tier Tribunal can be found by
following this link:http://www.justice.gov.uk/tribunals/send/appeals

Yours sincerely
[Name]
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Appendix 6
HEADTEACHER’S
PERMANENT EXCLUSION REPORT
Cumulative Exclusion/One Off Incident*
*delete as appropriate
Academy:
Date of preparation:
Date of exclusion:
PART ONE – LEARNER DETAILS
Name:

DOB:

Year Group:

Gender:

Race/Ethnicity:

Disadvantaged

Looked After:
Disability/Medical Conditions:

N/A

Details of Special Educational Needs - copy of the Statement of Special Educational Needs
can be attached.
If appropriate, brief outline of learner’s identified special needs including, if relevant, stage of the code
of practice (SEND) and date:

Brief description of how these identified needs are being met
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Involvement of Other Agencies/Services - specify the contact person, date and nature of
involvement
Agency

Contact Person

Dates

Support

Student Services Leader Statement/Class Teacher/Intervening Staff Member

Any mitigating factors to be taken into consideration - was the incident provoked for example
by bullying, or racial or sexual harassment

Actions taken to engage parents /carers

Educational Achievement
*the learners last Summary Report can be included as an appendix
Subject

The Consortium Academy Trust
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Learner’s Positive Personal Qualities and Achievements

Attendance/Punctuality - should relate to the last full academic year and the current one so
far.
*Attach SIMS printout where available
Year

Possible:

Actual:

Lates

PART TWO – EXCLUSION DETAILS
Headteacher’s Statement (*supported by relevant investigatory information)
Reasons for exclusion as contained in the letter to parents /carers
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All supporting and relevant documentation arising from the investigation are contained
within this evidence pack.
The evidence of the Headteacher is to ensure that the reason for exclusion is evidenced against
the civil standard of proof, required on the balance of probability
• Attach all supporting and relevant documentation arising from the investigation e.g.
reports, statements from witnesses , teachers, learners and excluded learner’s statement,
photographs relevant to this incident or any appropriate physical evidence. All statements
must be redacted
• Supporting evidence and documentation should be provided for all parties to consider.
• Original witness statements should be retained, but can be kept anonymous within the
Headteacher’s report. (If retyped, the witness statements must be in the witness’s own
words and not a summary of what was said.)
• Details of the events leading to the exclusion and summary of the event

Learner behaviour and attitude - this information should be pertinent to the exclusion and
related to incidents since admission to the School
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Previous Relevant Exclusion (if any)
Exclusions for behaviour that is similar to the behaviour leading to this exclusion.

Date

Type

Reason

No. of
days

*Where this exclusion is for a serious one off isolated incident there will be no previous
behavioural history or support is to be considered, unless this is relevant to establishing the
facts
Please send this report with the following attachments - where appropriate
• Behaviour Policy - Governors need to consider whether there has been a serious breach
of the Academy policy
• Individual Educational Plan – if applicable
• Pastoral Support Plan – if applicable
• SEND Statement – if applicable
• Record of letters to parents/carers
• Witness Statements (redacted)
• Learner Statement regarding incident leading to Permanent Exclusion
This information pack must be sent to the following groups at least five days prior to the
Permanent Exclusion Hearing
• Parent/carer*
• Governors’ Discipline Committee Members
*It is the responsibility of the parent/carer to provide copies of documentation to their
representative where appropriate
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Year

Appendix 7 – Letter of Rescission
Dear [Parent/carer]
Rescinding of Permanent Exclusion of Name – D.O.B DD.MM.YYYY
As you are aware I made a decision to permanently exclude First name with effect from date
of exclusion. My decision was subject to a review by the Governing Board. The Governing
Board has yet to meet to review that decision and consider reinstatement. Therefore, I am
able to rescind my decision.
Whilst I considered permanent exclusion to be the appropriate response at the time of my
original decision, an alternative to permanent exclusion has been agreed. Therefore in light
of your co-operation I consider it appropriate to rescind my decision to permanently exclude
Name. You and Name will be invited to a meeting in order to develop a reintegration plan.
Accordingly I confirm rescission of the permanent exclusion with effect from DD.MM.YYYY
[which should be the date of the letter; or the date that the alternative plan can be
implemented or the date that the learner has been admitted back to school or an alternative
school in the case of a managed move]
As there is no longer a permanent exclusion decision requiring a review, the Governing Board
meeting will not take place to consider re-instatement of Name.
Yours sincerely
Headteacher

Copies: Chair of the Governing Body, Clerk to the Governing Body, Local Authority Exclusions
Officer, File
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