

Address



Dear  

I regret to inform you of my decision to suspend [name of child] for a period of [insert number of days] days, in the first instance. This means that [name of child] will not be allowed in this school for this period. The suspension begins on [insert date] and ends on 
[insert date]. 
I realise that this exclusion may be upsetting for you and your family, but the decision to 
suspend [name of child] has not been taken lightly. [name of child] has been suspended for a fixed period following his/her [detail reason].  
We will set work for [insert name], to be completed during the period of suspension as specified in the previous paragraph. Please ensure that work set by the school is completed and returned to us promptly for marking. 
You have a duty to ensure that your child is not found in a public place during this suspension, i.e. [enter dates to and from] unless there is reasonable justification for this. I must warn you that you may be prosecuted or receive a penalty notice from the local authority, if your child is found in a public place during normal school hours, on the specified dates, without reasonable justification.
You have the right to make representations to the Governing Body. If you wish to make representations, please contact [Enter Name of contact/clerk and contact details i.e., telephone and email] as soon as possible. Whilst the Governing Body 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 record.
If you think this exclusion has occurred as a result of discrimination then you may make a claim under the Equality Act 2010 to the First Tier Tribunal (Special Education Needs and Disability), https://www.gov.uk/courts-tribunals/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. Making a claim would not affect your right to make representations to the Governing Body.
You also have the right to see and have a copy of [name of child] school record. Owing to confidentiality restrictions, you will need to notify me in writing if you wish to be supplied with a copy of [name of child] 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 also wish to contact Sarah Westall or Louise Blay - Inclusion Coordinators, Cognus, on behalf of the London Borough of Sutton who can provide advice regarding this suspension. They can be contacted on 0208 148 7651/020 4582 7259 or exclusions@cognus.org.uk. 
Listed below are other organisations that you may find helpful for advice, support and 
information: -
Coram Children’s Legal Centre, which is an independent national advice Centre that offers information and support on state education, including on exclusion from school at 
www.childrenslegalcentre.com
Independent Provider Special Education Advice www.ipsea.org.uk 
Project that provides free advocacy to help parents and carers - School Exclusion Advocacy | The School Exclusion Project

Sutton Information, Advice and Support Service (SIASS), provides confidential, impartial information, advice and support to parents/carers, children and young people with special educational needs (SEND). They can be contacted on 020 8323 0462 and sutton@siass.co.uk
DfE statutory guidance on exclusions Suspension and permanent exclusion guidance September 2023 (publishing.service.gov.uk) [Additional sources detailed below that the school may consider including if relevant to child’s circumstance, delete if not relevant]
The National Autistic Society (Schools Exclusion Service (England) can be contacted on 0808 800 4002 or www.autism.org.uk/services/helplines/school-exclusions.aspx
Merton & Sutton Traveler Education Service. They can be contacted on 07736 338 359.  

[insert child’s name] suspension ends on [insert date] and we would like you to attend a reintegration meeting on [insert date]. The purpose of this meeting is to facilitate reintegration and prevent further suspensions or a permanent exclusion.

Yours sincerely

[Headteacher name]
Headteacher
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