Dear [Parent Name],
Pupil: [Name] | DOB: [DOB]
I am writing to inform you that a meeting of the Governing Board/Academy Trust will take place on:
Date: [Insert]
Time: [Insert]
Location: [Insert / or remote joining details]
The purpose of this meeting is to review the Headteacher’s decision to permanently exclude your child.
You and your child are encouraged to attend and participate. You may bring a friend, advocate or legal representative. Please inform me if you require any support to attend (including interpreter or access arrangements).
If you cannot attend, you may still submit written representations, which will be considered by the panel.

What the panel must consider
The Governing Board will consider whether the decision to exclude was:
· Lawful
· Reasonable
· Procedurally fair
They will take into account all evidence provided, including your views. 

Evidence
You will receive all evidence at least 5 school days before the meeting. If you wish to submit documents, please do so as soon as possible.

Possible outcomes
The Governing Board can:
· Direct immediate reinstatement, or reinstatement from a specified date
· Decide not to reinstate
If reinstatement is not directed, you have the right to request an Independent Review Panel (IRP).


Meeting procedure
· The Headteacher will present the case
· You may present your case and ask questions
· Panel members may ask questions
· All parties withdraw while the decision is made
Meetings may be held remotely where appropriate. 

Additional rights and support
You may request:
· Attendance of a Local Authority representative
· Support from organisations such as: 
· Coram Children’s Legal Centre
· IPSEA
· Sutton SIASS

Please confirm:
· Attendance (you and your child)
· Any representative attending
· Any support needs
· Any witnesses or additional evidence

Yours sincerely,
[Name]
Clerk to the Governing Board

