[School Letterhead]
Dear [Parent/Carer Name],
Re: Suspension of [Child’s Name] (DOB: [DOB])
I am writing to inform you of my decision to suspend [Child’s Name] for a fixed period of:
[Number] school days
From [Start Date] to [End Date]
During this period, your child must not attend school.

Reason for suspension
This decision has not been taken lightly.
The suspension follows:
[Insert clear, factual reason linked to behaviour policy]
Suspension is used where it is necessary and proportionate, and after considering all relevant circumstances, including any additional needs.

Education during suspension
Work will be provided for your child to complete during the first 5 school days of the suspension.
Please ensure that:
· The work is completed
· It is returned promptly to the school
If the suspension is longer than 5 school days, the school will arrange suitable full-time education from the 6th school day. 

Parental responsibility during the first 5 days
You are legally required to ensure that your child is not present in a public place during school hours on:
[Insert dates]
If your child is found in a public place without reasonable justification, you may be issued with a penalty notice or prosecuted.

Your right to make representations
You have the right to make representations to the Governing Board.
· For suspensions of 5 days or fewer, the Governing Board will consider any written representations you make but cannot meet or direct reinstatement
· For longer suspensions, your rights may differ and a meeting may be arranged
If you wish to make representations, please contact:
[Clerk name + contact details]

Equality Act 2010
If you believe this suspension is linked to discrimination, you have the right to make a claim under the Equality Act 2010 via:
· SEND Tribunal (disability cases)
· County Court (other discrimination cases)
This does not affect your right to make representations.

Access to records
You have the right to request a copy of your child’s educational record.
Please make requests in writing. (A small charge may apply.)

Support and advice
You may contact Cognus (Sutton Inclusion Service) for advice and guidance:
· exclusions@cognus.org.uk
· 0208 323 0450
Cognus provides support to schools and families and coordinates exclusion processes across Sutton. 

Independent advice organisations:
· Coram Children’s Legal Centre – www.childrenslegalcentre.com
· IPSEA – www.ipsea.org.uk
· Sutton SIASS – 020 8323 0462 - sutton@siass.co.uk

Statutory guidance
Further information can be found here:
· https://www.gov.uk/government/publications/school-suspensions-and-permanent-exclusions 

Reintegration meeting
The suspension ends on:
[End Date]
We would like to invite you to attend a reintegration meeting on:
[Insert date/time/location]
The purpose of this meeting is to:
· Support your child’s return to school
· Agree next steps
· Help prevent further suspensions or exclusion

Yours sincerely,
[Headteacher Name]
Headteacher

