[School Letterhead]
Address
Dear [Parent/Carer Name],
Re: Permanent Exclusion of [Child's Name]
I regret to inform you of my decision to permanently exclude [Child's Name] from [School Name] with effect from [Exclusion Date].
This means that [Child's Name] will no longer be permitted to attend this school unless the Governing Body directs reinstatement. Arrangements will be made to ensure that suitable alternative education is provided.
I understand that this decision may be distressing for you and your family. Please be assured that the decision to permanently exclude [Child's Name] has not been taken lightly. Following careful consideration of all the circumstances, I have concluded that permanent exclusion is necessary because [insert reason for exclusion and brief summary of the circumstances leading to the decision].
Governing Body Review
As this is a permanent exclusion, the Governing Body must meet to consider the exclusion and the circumstances surrounding it. You have the right to attend the meeting and make representations regarding the exclusion.
The Governing Body has the power to:
· Reinstate your child immediately or from a specified date; or
· Uphold the exclusion.
The latest date by which the Governing Body must meet is [insert date].
If you wish to make representations, please contact [Clerk/Governor Services Contact Name] as soon as possible using the details below:
Telephone: [telephone number]
Email: [email address]
You may bring a friend, family member, legal representative or advocate to support you at the meeting. Please inform the Clerk in advance if you intend to be accompanied. [Child's Name] may also attend and participate in the meeting if you consider this appropriate.
You will receive written confirmation of the date, time and venue of the meeting regardless of whether you choose to attend.
If you have a disability, require reasonable adjustments, or would benefit from the support of an interpreter, please inform [Clerk/Governor Services Contact Name] as soon as possible so that appropriate arrangements can be made.
Equality Act 2010
If you believe that this exclusion constitutes discrimination under the Equality Act 2010, you may make a claim to:
· The First-tier Tribunal (Special Educational Needs and Disability) in cases involving disability discrimination:
First-tier Tribunal (SEND)
· The County Court in cases involving other forms of discrimination.
Making such a claim does not affect your right to make representations to the Governing Body.
Access to School Records
You have the right to view and obtain a copy of [Child's Name]'s school record. If you would like a copy, please make your request in writing. A charge may be made to cover photocopying costs.
Education During the Exclusion
The school will provide work for [Child's Name] to complete during the first five school days of the exclusion. Please ensure that all work is completed and returned promptly for marking and feedback.
Under section 103 of the Education and Inspections Act 2006, you have a duty to ensure that your child is not present in a public place during school hours without reasonable justification during the first five school days of the exclusion, namely:
[Insert dates]
You may be liable for prosecution or receive a penalty notice if your child is found in a public place during school hours on these dates without reasonable justification.
From the sixth school day of the exclusion, [insert date], the London Borough of Sutton will arrange suitable full-time education for your child.
Local Authority Support
The Inclusion Coordinators at Cognus, acting on behalf of the London Borough of Sutton, can provide advice and support regarding the exclusion process and alternative education arrangements.
Telephone: 020 8323 0450
Email: exclusions@cognus.org.uk
Sources of Advice and Support
The following organisations may be able to provide independent advice and support:
· Coram Children's Legal Centre
https://childlawadvice.org.uk/
· IPSEA (Independent Provider of Special Education Advice)
https://www.ipsea.org.uk/
· Contact (support for families of disabled children)
https://contact.org.uk/
· Sutton SENDIASS
https://suttoninformationhub.org.uk/pages/send-local-offer/information-advice-and-support/sendiass
· Department for Education Guidance on School Exclusion
https://www.gov.uk/government/publications/school-exclusion
I appreciate that this decision will be difficult for you and your family. The school remains committed to working with the Local Authority and other agencies to support [Child's Name] during this transition and to ensure continuity of education.
Yours sincerely,
[Headteacher Name]
Headteacher
[School Name]

