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This executive summary provides a quick reference of where to find information in this document.  
 
Government guidance on exclusions is provided by the document Exclusions from maintained 
schools, Academies and pupil referral units in England, published in 2012 (referred to throughout 
this document as DfE Guidance on Exclusions). It is located on the DfE website, at: 
https://www.education.gov.uk/publications/standard/SchoolsSO/Page1/DFE-00042-2012 
 
Preface (page 2): gives background information on best practice that should be in place to minimise the 
possibility of exclusions.  
 
Introduction (page 4): gives the purpose of this guidance, explains the types of exclusion and identifies the 
source of the latest DfE guidance. 
 
Vulnerable groups (page 5): identifies particular groups vulnerable to exclusion and outlines the specific  
protections afforded to pupils with SEN, a disability, BME and LAC. 
 
Policies (page 8): indicates the school policies which need to be robust to support the exclusion process.  
 
Unofficial exclusions (page 9): clarifies that there is no legal basis for an unofficial exclusion. 
 
Education off-site (page 9): how part-time timetables may be used as planned reintegration and how pupils 
may be educated off site as part of a programme to improve behaviour. 
 
Headteacher checklist on decision to exclude (page 10): is a one page checklist of the factors that need 
to be considered prior to excluding a pupil. 
 
A summary of procedures following an exclusion (page 11): to identify the actions necessary within the 
prescribed timeframe for all exclusions (read in conjunction with Annex A, page 25) 
 
Where can parents get advice on exclusions? (page 12): provides a single printable page for parents, that 
contains information on free and impartial advice about exclusion. 
 
Procedures for fixed-term/lunchtime exclusions (page 13): essential information and procedures. 
 
Procedures for permanent exclusions (page 14): essential information and procedures. 
 
The governors’ Behaviour Meeting or Sub-Committee (page 17): procedures to ensure a fair review in 
line with statutory guidance. 
 
Independent Review Panel (page 20): outlines the new functions and possible outcomes of an IRP. 
 
FAQs (page 21): outlines when exclusions can and cannot be used, when and how an exclusion can be 
changed, what happens if a pupil will miss a public exam or NC test, handling police involvement and 
transfer of funding. There is information on new fast tracking arrangements for a First-tier Tribunal (SEND) 
hearing for permanent exclusions. 
 
Appendices  
Annex A (page 25): flowchart from the DfE Guidance on Exclusions that indicates the need for and level fof 
governor involvement. 
Model Governors’ Meeting Agenda (page 26): not a statutory requirement but will ensure that the meeting 
is run equitably. 
Information on attendance codes (page 27): for excluded pupils 
Model letter A (page 29): Fixed-Term, Up to 5 School Days in total in one term 
Model letter B (page 31): Fixed Term, 6 -15 School Days in total in a term 
Model letter C (page 33): Fixed-Term, 16 School Days or more in total in one term 
Model letter D (page 35): Permanent exclusion 
Model letter E1 (page 37): Upholding a Fixed-Term Exclusion 
Model letter E2 (page 38): Upholding a Permanent Exclusion 
 

EXECUTIVE SUMMARY OF CONTENTS 
 

https://www.education.gov.uk/publications/standard/SchoolsSO/Page1/DFE-00042-2012
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Headteachers have said that they wanted advice at the front of this guidance about preventing and 
avoiding exclusion, and particularly avoiding permanent exclusion.  Headteachers are aware of the 
potentially very negative outcomes for children and young people who are excluded. 
 
For A Pupil At Serious Risk Of Permanent Exclusion 
 
Alternatives to Exclusion 
 
In response to a serious breach of a school’s behaviour policy, the Headteacher may wish to 
consider the following alternatives to exclusion: 
 

• Restorative justice – this is a process which involves the perpetrator understanding the 
effects of their actions and making amends. Advice on this available from secondary 
schools involved in the Restorative Practices Project with Julie Wolstenholme and from 
Barlow Hall Primary School.  ‘Restoring the Balance 2’ is a good practical book. Call 020 
8690 0760 for a copy 

• Mediation through a third party – structured mediation might be useful to resolve conflict 
between two pupils 

• Internal exclusion. (Should be for the shortest possible time and subject to review).   Non-
statutory guidance on internal exclusion is available at http://dera.ioe.ac.uk/712/1/DCSF-
00055-2010.pdf )   

• Managed move to another school to enable a fresh start – some schools have 
arrangements for making managed moves which they operate with the full knowledge and 
co-operation of all the parties involved 

• Preventative arrangements may also be developed or in place as part of partnership work 
between schools and appropriate specialist settings including the Pupil Referral Units.   

• Early help and interventions, mainly for high schools, may be available through shared 
centres based at: 
• The Bridge : Cedar Mount Academy /Gorton Education Village  
• The Green Room :Chorlton High School :Chorlton  
• Green Acres: Newall Green High School : Wythenshawe 
• South Learning Centre : Burnage Media Arts College :Burnage  
• Abraham Moss High School : Crumpsall  
• Manchester Creative and Media Academies : Moston 

 
The school base will be able to provide details of the arrangements with local schools and the 
management committee contacts.  
 
Preventative help from the PRUs  
 
 
 
 
 
 
 
 
 
Local Authority Contact for Administration of Exclusions 
Contact details for Integrated Admissions, Exclusions:  

tel: 0161 245 7166;  fax: 0161 237 3407; email: exclusions@manchester.gov.uk  

PREFACE: AVOIDING AND PREVENTING EXCLUSIONS 
 

Primary Schools 
Key Stage 1 and 2 PRU: 0161 234 4477 
 
Primary schools can access a range of advice 
and outreach work from the Key Stage 1 and 2 
PRU and where appropriate temporary  
preventative placements.   

Secondary Schools 
Key Stage 3 & 4 PRU: 0161 245 7296  
 
The Key Stage 3 and 4 PRUs have 
arrangements currently in place with Secondary 
schools for the purchase of 
preventative/temporary placements at the PRU 

http://dera.ioe.ac.uk/712/1/DCSF-00055-2010.pdf
http://dera.ioe.ac.uk/712/1/DCSF-00055-2010.pdf
mailto:exclusions@manchester.gov.uk
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For a Pupil with On-Going Behaviour Difficulties 
 
Seeking Outside Advice and Involvement  
 
The behaviour of pupils at risk of exclusion can sometimes be linked to a range of background 
issues and can sometimes relate to unrecognised learning difficulties.  Schools may wish to: 
 

• Seek involvement of, or work jointly with, other agencies such as CAMHS and Social 
Services 

• Conduct a Common Assessment Framework 
(MCAF) process to identify and assess the issues 
and co-ordinate strategies of support for the child 
or young person and their family 

• Consider addressing the needs of the child and 
family through the SEN framework 

• Refer the pupil for assessment and advice from an 
Educational Psychologist or from another provider.   

• Special Schools also offer outreach services which may be appropriate for some children 
• Some schools are part of a network of schools offering each other advice and support 

through specialist leaders or advanced skills teachers.  
 
Having Measures in Place 
 
Depending on the child or young person, the support 
measures for a child and family can be planned through: 
 

• An Individual Educational Plan (IEP), or Individual 
Behaviour Plan 

• For looked after children, a Personal Education 
Plan (PEP) 

• Pastoral Support Programme (PSP) 
 
A CAF can contribute to the above. 
 
If behaviour is deteriorating, it is important that measures/strategies are reviewed – and that 
this is recorded in the appropriate plan. 
 
Pastoral Support Programme 
 
Schools may find a carefully monitored Pastoral Support Programme (PSP) to be useful in 
planning, implementing and recording interventions.  PSPs are designed to support the school in 
planning, co-ordinating and implementing the measures needed to improve behaviour and prevent 
exclusion.  PSPs (which are recommended to be ‘live’ for up to16 weeks) have often been used for 
pupils who have had several fixed-term exclusions, or whose behaviour is deteriorating rapidly. 
 
DfE Guidance on PSPs has been archived by the Government and can be found at: 
http://ia201119.eu.archive.org/tna/20081023212930/dcsf.gov.uk/behaviourandattendance/uploads/
pastoral%20support%20programme.pdf   
 
Alternative Provision 
 
Young people will sometimes respond well to a more vocationally-orientated curriculum, 
particularly in Key Stage 4.  For some pupils, schools may wish to consider a personalised 
curriculum which may involve one of the alternative provision providers approved by the Local 
Authority – see MEWAN for list of approved providers.

   “If a parent doesn’t give consent 
for advice or referral to outside 
expertise, it’s important to note this 
down and date this.  At a later date, 
it may still be worth asking again for 
parental consent” 
(Headteacher, and National Leader of Education) 

 

 “It’s really important to get the right 
measures in place.  This can mean 
an exclusion can be avoided.  And if 
it does end up getting to an 
exclusion, you can avoid the 
situation of going to exclusion and 
having that overturned at appeal” 
(Headteacher, and National Leader of Education) 

 

http://ia201119.eu.archive.org/tna/20081023212930/dcsf.gov.uk/behaviourandattendance/uploads/pastoral%20support%20programme.pdf
http://ia201119.eu.archive.org/tna/20081023212930/dcsf.gov.uk/behaviourandattendance/uploads/pastoral%20support%20programme.pdf
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Purpose of This Guidance 
 
Permanent and fixed-term exclusions can increase the risk of negative outcomes for pupils, and so 
exclusions are used as a very last resort (see Key Points, DfE Guidance on Exclusions).  However, 
where an exclusion is used, it is essential that the legally required processes are followed.   
 
This present Manchester Exclusion Guidance aims to provide Headteachers/Principals, Heads of 
PRU and Governors/trustees with a straightforward guide to exclusion processes.  For the sake of 
brevity, where ‘Headteacher’ is referred to in this guidance, this also refers to Head of PRU and 
Principals of Academies (including Free Schools).  Where ‘Governing Body’ is referred to, this also 
refers to the PRU Management Committee and in respect of Academies should be read to mean 
the board of directors or the directors of the Academy Trust company. 
 
Types of Exclusion 
 
There are three types of exclusion:  

• Fixed term  
• Lunchtime (which is deemed equivalent to one half-day fixed-term exclusion)- see p.14 
• Permanent  

 
Exclusions can happen:  

• within the context of persistent misbehaviour.  (Before exclusion it would be expected that a 
wide range of strategies had been being used over time to address behaviour issues) 

• in exceptional circumstances, following a serious first or ‘one-off’ offence 
(see para 15, DfE Guidance on Exclusions).   
 
The serious one-off incidents might include: 

• serious or actual or threatened violence (against another pupil or member of staff) 
• sexual abuse or assault 
• supplying an illegal drug 
• carrying an offensive weapon 

 
DfE Guidance 
 
All decisions about exclusion need to be made in reference to the statutory DfE Guidance on 
Exclusions (known as Exclusions from maintained schools, Academies and pupil referral units in 
England), which is effective from September 2012 and is located on the DfE website, at: 
https://www.education.gov.uk/publications/standard/SchoolsSO/Page1/DFE-00042-2012 
 
Headteachers and Governing Bodies must, by law , have regard to this guidance when making 
decisions on exclusions and administering the exclusion procedure. References to this guidance 
are referred to throughout this document as: DfE Guidance on Exclusions. 
 
Discrimination and Vulnerable Groups 
 
Schools,  PRUs and Academies should note the importance of having regard to the Equality Act 
(for example, in considering disability discrimination) and also of taking particular measures for 
Looked After Children. 
 
Vulnerable groups given particular protection in the DfE Guidance on Exclusions are considered in 
the next section. 

INTRODUCTION 

https://www.education.gov.uk/publications/standard/SchoolsSO/Page1/DFE-00042-2012
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The DfE Guidance on Exclusions identifies exclusion rates for certain groups of pupils as 
consistently higher than average. This includes: pupils with SEN; pupils eligible for Free School 
Meals; looked after children; and pupils from certain ethnic groups. Head teachers are encouraged 
to consider what extra support might be needed to identify and address the needs of pupils from 
these groups in order to reduce the risk of exclusion (DfE Guidance on Exclusions, para 20-21). 
There is also specific guidance for the different vulnerable groups. 
 
Pupils with SEN (DfE Guidance on Exclusions, paras 11, 18, 22-24) 
 
For pupils with SEN: 
 

• Head teachers and governing bodies must take into account their statutory duties in relation 
to special educational needs (SEN) which includes having regard for the SEN Code of 
Practice. 

• Where a pupil exhibits disruptive behaviour early intervention should identify if appropriate 
SEN support is in place.  

 
For pupils with a Statement of SEN at risk of permanent exclusion: 
 

• Where a school has concerns about the behaviour of a pupil with a SEN statement it should 
consider what additional support or alternative placement is required. 

• The school should liaise with the LA about initiating an early annual review or interim / 
emergency review. 

• Head teachers should avoid excluding permanently any pupil with a statement of SEN (DfE 
Guidance on Exclusion, para 22). 

 
Advice for Parents of Pupils with SEN 
Parents of children with SEN who are excluded from school need advice on the options available 
for their child's future education. Schools should let parents know that advice and information on 
SEN is available through the SEN Parent Partnership Service (tel: 0161 209 8356).  See ‘Where 
Can Parents Get Advice on Exclusions’, page 12. 
 
Pupils with a Disability (DfE Guidance on Exclusions, paras 8-10) 
 
Under the Equality Act 2010/Disability Discrimination Act 1995 as amended, a person/pupil is 
defined as having a disability if they have a physical or mental impairment which has a substantial 
and long-term adverse effect on their ability to perform normal day-to-day activities.  This includes 
sensory impairments, and also ‘hidden impairments’ such as autistic spectrum disorder, ADHD or 
learning difficulties. 
 
  
 
 
 
 
 
 
 
Example of best practice: a pupil with ASD should not be excluded for behaviours (such as 
avoiding crowded corridors, making out-of-context comments, reacting badly to adult challenge or 
leaving a situation causing them high levels of anxiety) which are related to their disability – 
particularly since reasonable adjustments can often be made to allow for or address the issues.  
Reasonable adjustments for a pupil with ASD can involve, for example: 

VULNERABLE GROUPS GIVEN PARTICULAR PROTECTION 
 

Schools have a legal duty under the Equality Act 2010/ DDA:  
• not to discriminate against disabled pupils by excluding them from school 

because of behaviour related to their disability  
• to make reasonable adjustments to policies and practices (so that the pupil can 

participate in education and school and so that they are not at a disadvantage 
because of their disability) 
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• teachers being trained to providing clear instructions and clear routines 
• staff ignoring socially inappropriate comments/opinions, and not insisting on eye-contact 
• providing means for emotional regulation (such as playing with blutac) during lessons 
• making arrangements to avoid crowded corridors, and having a ‘haven’ within the school 
• preparing the young person in advance when there are changes in routine 

 
The only independent review/appeal available to parents against fixed-term exclusions, are on the 
grounds of disability discrimination – these are heard by the First-tier Tribunal (Special Educational 
Needs and Disability) or County Court. 
 
For more information on the First-tier Tribunal (Special Educational Needs and Disability) for 
discrimination claims against permanent exclusions see FAQs page 23. 
 
BME Groups (DfE Guidance on Exclusions, paras 20-21) 
 
There is a general duty under Equality Act/Race Relations Act to tackle racial discrimination and 
promote equality of opportunity and good relations. 
 
There are also specific duties including the need to assess and monitor the impact of policies 
(which would include exclusions). For example, schools are expected to monitor exclusions to see 
if their policies and practices are leading to a disproportionate number of exclusions of black pupils.  
 
Early intervention is recommended and head teachers are advised to consider what extra support 
might be needed to identify and address the needs of pupils from these groups in order to reduce 
the risk of exclusion. 
 
Looked After Children (DfE Guidance on Exclusions, paras 20-24) 
 
For Looked After Children: 
 

• Head teachers should avoid excluding permanently any pupil who is a looked after 
child (DfE Guidance on Exclusion, para 22). 

• Schools should engage proactively with foster carers or children’s home workers and the 
LA that looks after the child. 

• Where a school has concerns about the behaviour of a looked after child it should consider 
what additional support or alternative placement is required. 

• In the case of a looked after child schools and local authorities should work together to 
arrange alternative provision from the first day following an exclusion. 

 
Best practice: 

• No looked after child should be excluded without discussion with the LA to ensure there is 
suitable alternative educational provision from day 1. (See page 2 for PRU contact number) 

• Social Workers should be involved at the earliest opportunity 
• There should be evidence of timely assessment and intervention, including in the child or 

young person’s Personal Education Plan (PEP).  This should be reviewed if behaviour 
issues escalate, and should also be reviewed at the point of exclusion 

• Exclusion of looked after children should be an absolute last resort. 
• Before exclusion, schools should consider alternative options with the Local Authority 

 
For looked after children, there are a number of people who will have the right to make 
representations and appeal: the Local Authority, where there is a care order; a person (e.g. foster 
carer) with whom the child lives; the child’s birth parents. 
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Groups Over-Represented in Permanent Exclusions in Manchester 
 
The following groups are over-represented in permanent exclusions in Manchester: 
 

• Travellers 
• Black Caribbean 
• Dual heritage, particularly White British and Black Caribbean 
• White boys 
• Pupils with SEN 
• Looked After pupils (LAC) 

 
Head teachers and governors should consider seeking specific advice in relation to the 
management of behaviour for these groups (see pages 3-6) before recommending or considering 
an exclusion from school.  
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School Policies 
 
Effective policy and practice in relation to race equality, bullying, special educational needs, and 
disability and can prevent behaviour leading to exclusion.  For example early identification, 
assessment and intervention to meet SEN helps to secure better outcomes, and can prevent 
difficulties with behaviour. 
 
In addition it is good practice to have clear and comprehensive policies relating to behaviour and 
other aspects as the school’s exclusions decisions may be scrutinised (by the Governing Body or 
at an Independent Review Panel) with reference to the following school policies. Policies should 
include: 
 

• The school’s behaviour policy – see DfE Guidance, ‘Behaviour and Discipline in Schools’ 
(Also, see ‘Getting the Simple Things Right: Charlie Taylor’s Behaviour Checklist’ at: 
http://media.education.gov.uk/assets/files/pdf/c/charlie%20taylor%20checklist.pdf ) 

• The school’s equal opportunities policy  
 
Other policies that may be relevant:  
 

• Anti-bullying policy 
• Special Educational Needs policy 
• Equality policy (or disability equality policy and race equality policy) 
• Drug policy - see DfE guidance ‘Drugs: Guidance for Schools’ 2004 currently under review 

and available at  
https://www.education.gov.uk/publications/standard/Youthandadolescence/Page1/DFE-00001-2012 
 

 
 
The Equality Act 2010  
 
Under the Equality Act there is a general duty to have due regard to the need to eliminate 
discrimination, advance equality of opportunity and foster good relations. 
 
From 6th April 2012, under the Equality Act (Specific Duties) Regulations 2011, schools are 
required to publish:  
 

• information annually to demonstrate their compliance with the equality duty; and 
• equality objectives, at least every four years. 

HAVING POLICIES IN PLACE 

http://media.education.gov.uk/assets/files/pdf/c/charlie%20taylor%20checklist.pdf
https://www.education.gov.uk/publications/standard/Youthandadolescence/Page1/DFE-00001-2012
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What is An ‘Informal’ or ‘Unofficial’ Exclusion? 
 
‘Informal’ or unofficial exclusions are unlawful (see DfE Guidance on Exclusions, para 13). They 
occur when a Headteacher or other staff member sends a pupil home for disciplinary reasons, 
without a formal exclusion.  An example if this is when a pupil is asked to stay at home to ‘cool off’ 
the day after an incident, or a pupil who is asked to stay at home until parents attend a meeting. 
 
There is no legal basis for a pupil to be asked to stay away from school (even with the 
agreement with parents) for a ‘cooling off period’ or to ‘avoid an exclusion’ or until parents 
attend a meeting.  
 
 ‘Whether short-term or permanent, such [unofficial] exclusions lead to problems for children, their 
parents and schools. They may face difficulties when they are attempting to find an alternative 
school place, when the child starts in the new school, or when they transfer to secondary school.’ 
(Reasons for Exclusion from School:  DfES Research Report, 2001)  
 
Part-Time Timetables 
 
Previous guidance states that schools may have in place a planned programme which includes a 
part-time timetable to support successful reintegration or in response to on-going behaviour 
difficulties.  This should be short-term and must be part of an overall programme and must 
not be a sanction.  While a planned programme of reintegration is a lawful practice, schools need 
to have clear evidence that this is not an informal exclusion as they may later be open to legal 
challenge. See DfE guidance on managing and eliminating unofficial exclusion’ at: 
 http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion/a0076496/effective-practice-for-local-
authorities-and-schools-in-managing-and-eliminating-incidents-of-unofficial-exclusion  
 
When pupils are put on a reduced timetable which only requires them to attend for the morning or 
afternoon session, they need to be marked as ‘authorised absence’ for the other session 
(attendance code C).  (See Appendix for information on attendance codes.) 
 
 
 
 
The Pupil Referral Units can advise schools on preventative work and, where appropriate, on 
temporary placements at a PRU as part of a programme to address behaviour issues.  The PRU 
makes a charge for the services provided. 
 
Under the Education and Skills Act 2008, governing bodies can arrange for pupils to be directed off 
site in order for them to receive educational provision which is intended to improve their behaviour, 
for example at a PRU (see DfE Guidance on Exclusions, para 14 and foot note 5 –“Statutory 
guidance on the use of this power is to be issued shortly” ).  Such provision, which is not an 
exclusion, should not be continued for longer than is absolutely necessary.  
 
Alternative Provision 
 
For some pupils, schools may wish to consider a personalised curriculum which may involve 
alternative provision. There is information about how to commission places at local Alternative 
Provision available from the Manchester Directory of Alternative Providers 
http://www.mewan.net/alternativeprovision/  .  
 
  

UNOFFICIAL EXCLUSIONS 

EDUCATION OFF SITE 

http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion/a0076496/effective-practice-for-local-authorities-and-schools-in-managing-and-eliminating-incidents-of-unofficial-exclusion
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion/a0076496/effective-practice-for-local-authorities-and-schools-in-managing-and-eliminating-incidents-of-unofficial-exclusion
http://www.mewan.net/alternativeprovision/
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The following are not all statutory requirements, however they are all essential to ensure best practice and to 
minimise the possibility of a decision to exclude being overturned or reversed at a later date. “The decision to 
exclude a pupil must be lawful, reasonable and fair” (see DfE, Guidance on Exclusions, Key Points). 
 
AVOIDING ‘HEAT OF THE MOMENT’ UNLESS IMMEDIATE DECISION NECESSARY 
��  ‘Exclusion in the moment’ should not be imposed, unless there is an immediate threat to the safety of 

others in the school or the pupil concerned’ (DfE 2008. Part 2, para 12).  
 

REQUIREMENTS FOR EXCLUSION 
��  Only the Headteacher can exclude (or in their absence, the person with that delegated responsibility) 

Decision to exclude (permanent or fixed-term) should be taken only: 
��  In response to serious breaches of the school’s behaviour policy; AND 
��  If allowing pupil to remain would seriously harm the education/welfare of pupil or others in the school 

For exclusion on basis of persistent disruptive behaviour: 
��  Is this the last resort following a wide range of strategies that have been unsuccessful? 
��  Do you have evidence of the persistent disruptive behaviour, and the range of strategies used & their impact? 

For serious first offence or one-off incident: 
��  Is this a serious incident? (e.g. serious actual or threatened violence; sexual abuse or assault; supplying 

illegal drug; carrying an offensive weapon) Is there no other alternative which would be appropriate? 
 

INVESTIGATION CONDUCTED 
��  Ensure a thorough investigation is carried out;   � record actions taken to investigate 
��  Record interviews – � interview records and statements must be dated and should be signed  
��  Allow/encourage the pupil concerned to give their version of events and record this 
��  Check whether incident may have been provoked (to get full picture of the situation) 

 

SPECIAL CONSIDERATIONS FOR SPECIFIC GROUPS  
Special Educational Needs (DfE, Guidance on Exclusions, paras 8-10, 11, 18, 20-24) 
��  Have the pupil’s special educational needs been identified and addressed? 
��  For pupil with a statement, has the situation been discussed with the LA/early review been considered? 
��  For pupil with a statement, is exclusion undertaken only in exceptional circumstances? 

Pupil with Disability (DfE, Guidance on Exclusions, paras 8-10, 12, 18) 
��  They should not be excluded for behaviour relating to their disability. 
��  Have reasonable adjustments been made to ensure the pupil can fully participate and to ensure they 

are not placed at a disadvantage because of their disability? 
Looked After Children (DfE, Guidance on Exclusions, paras 20, 22-24) 
��  Have social workers (and other agencies) been involved from an early stage to avoid exclusion? 
��  Is exclusion the ‘absolute last resort’? 
��  Have options other than exclusion been considered with the Local Authority? 

If Pupil is BME (DfE, Guidance on Exclusions, paras 8-10, 20-21) 
��  Has consideration been given to indirect or unintended discrimination? (see Equality Act 2010). 

 

CONSIDER, CONSULT AND DECIDE 
��  Have alternatives to exclusion been considered (e.g. internal exclusion, managed move etc)? 
��  If attendance at a public examination or national curriculum test would be jeopardised by an exclusion, 

schools must inform the governing body and LA immediately (DfE, Guidance on Exclusions, para 38).  
��  If it is a drug incident, refer to school’s drug policy and consult with designated staff member 
��  Consider the evidence of behaviour in the light of the school’s behaviour policy and the impact on the 

education/welfare of others – the standard of proof is the balance of probabilities (DfE Guidance on 
Exclusions, para 7). 

��  Consult with others; but not those that may be involved in reviewing the HT’s decision, for example, the 
Governing Body as they need to be independent. 

��  Consider child protection issues, bearing in mind the child’s age and vulnerability, e.g. child not left to 
wander street, or enter an unsafe situation.  (Ultimately, this may lead to LA/police involvement) 

��  Make a decision 
��  If the governing body behaviour committee will need to meet to consider the decision to exclude you will 

need to have evidence of the following to support the case : recent dated IEPs/ PSPs /PEPs/ Statement 
reviews as appropriate to each case. These must evidence, in a chronology, targets , strategies offered 
and taken up / internal and external advice and support/ interventions , enagement with parents and 
pupils over time .  
��  Record your consideration of the relevant issues above and of decision 

 

HEADTEACHER CHECKLIST FOR A DECISION TO EXCLUDE 
(PERMANENT OR FIXED-TERM EXCLUSION) 
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SCHOOL 
DAY OF 
EXCLUSION 

Permanent 
Exclusions 

Fixed-Term Exclusions – cummul. days in a term 
16+ days in total 

in a term 
6-15 days (in 
total) in a term 

Up to 5 days (in 
total) in a term 

Same day • School notifies parent of exclusion without delay by the end of the afternoon session of the 
period and reason (by telephone, email, text or letter home with the pupil [check delivery]).  

• School sends parent letter (see Model Letters A to D) to be delivered directly to the 
parents, leaving it at their last known address: or by posting it to this address.  

• Inform the governing body without delay for permanent exclusions, exclusions of more than 5 
days, where the exclusion will take the pupils total above 15 days for a term, or where the 
pupil will miss a public exam or national curriculum test. 

School Day 1 Exclusion letter received by parent. 
Governors (particularly Chair) – to consider  
immediate plans if exam/NCT in jeopardy. 

Parents may request a 
meeting with governors.  
If so, follow procedure 
shown to left –  to meet 
between 6th and 50th 
school day. 

If parents are to make a 
request for a governors’ 
meeting, they should do 
this ‘as soon as 
possible’ 

Parents may wish to 
make representations 
to governing body – 
governors must 
consider this but do 
not have to meet with 
parents nor have the 
power to overturn an 
exclusion. 

Perm Ex Reporting Form 
emailed to LA: 
exclusions@manchester.gov.uk  

LA notified 
automatically through 
electronic data transfer 

As soon as 
practicable -
info. sent to 
clerk  before 
Governors’ 
Meeting  

Headteacher’s Report prepared and sent to Clerk 
of Governors/ other person. Report should include: 
• Reasons for exclusion 
• Account of investigation 
• Corroborative evidence 
• History of behaviour and strategies used 
Included with Headteacher’s report: witness 
statements (anonymised) and any IEP/PSP  
Parental representations prepared by parent and 
sent to Clerk of Governors/ other person 

School Day 6 From 6th day, Local 
Authority responsible for 
providing full-time 
education 

From 6th day, school 
responsible for 
providing full-time 
education 

From 6th school day, 
school is responsible 
for providing full-time 
education 

 

 

By at least 5 
school days 
before the 
Governors’ 
Meeting 

Preparation for Governors’ Meeting (GM).  
Governors’ Clerk/ other person will:  
• Determine who will attend GM (HT, parent (with 

rep/friend?), pupil? LA rep. for perm. exc.) 
• Determine date, time, place for GM which is 

acceptable for all parties 
• Send letter of invitation with list of attendees 
• Circulate all papers for GM to all of 

Headteacher, parent (and LA for permanent 
exclusions only), including whole Headteacher 
Report and parent representations 

  
  

By School 
Day 15  

Governors’ Meeting.   

1 School Day 
after GM 

Letter of GM decision to parents, HT & LA (see 
Model Letter E1/2 if exclusion upheld) 

  

Up to 3 
working days 
after GM 

LA also writes to parent 
explaining independent 
appeal/review process 

 

Up to 15 
school days 
after GM letter 
received 

Parent can lodge appeal 
with the Independent 
Review Panel 

No appeal to Independent Review Panel can consider fixed-term 
exclusions. 
(However, an appeal on grounds of disability discrimination can be 
made to First-tier Tribunal or County Court.) 

16 School 
Days after GM 
letter 

If no review requested, 
pupil taken off roll 

   

Within 15 
School Days 
of request 
for IRP 

Independent Review 
Panel (IRP) meets only if 
requested 
 

 

SUMMARY OF PROCEDURES FOLLOWING AN EXCLUSION 
See Annex A, page 25 

 

mailto:exclusions@manchester.gov.uk


 12 

WHERE CAN PARENTS GET ADVICE ON EXCLUSIONS? 
 
1. The Children’s Legal Centre 
This is parents helpline which provides free legal advice on family, child and education law, 
including on exclusion matters.  (It is supported and funded by the Department for Education.) 
 
Adviceline: 0808 802 0008 (8am to 8pm, Mon to Fri, except Bank Holidays and 24 Dec to 1 Jan) 
Internet:   http://www.childrenslegalcentre.com/    
Leaflet: (Follow the links for ‘school exclusions’.)  The school exclusions leaflet is currently at 
http://www.childrenslegalcentre.com/userfiles/file/School%20exclusions%20leaflet.pdf  
 
2. DfE Exclusion Guidance 
Government information and guidance on exclusions  
Internet:   http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion 
 
3. Advisory Centre for Education (ACE)  
This is a charity specialising in providing independent advice for parents on exclusions.   
General advice line (10.00am – 1.00pm Mon-Wed) is at 0300 0115 142 Internet:  
http://www.ace-ed.org.uk/  
 
Leaflets:ACE has helpful information available on-line.  
 
ACE leaflet for parents advising on permanent exclusions is at: http://www.ace-ed.org.uk/advice-
about-education-for-parents/exclusion_from_school/PermanentExclusion/ChallengingExclusionPerm/IRP 
 
ACE leaflet for parents advising on fixed-term exclusions is at: http://www.ace-
ed.org.uk/advice-about-education-for-parents/exclusion_from_school/FixedPeriodExclusion 
 
4. Manchester Local Authority 
For pupils who receive a permanent exclusion, the Local Authority’s Complex 
Admissions/Exclusions Team (Telephone 245 7166),  email exclusions@manchester.gov.uk ) will 
allocate a Caseworker to support them through the process.  The Caseworker will get in touch 
with parents. 
 
If your child has special educational needs or a disability, you may wish to contact: 
 
4. Manchester Parent Partnership Service  
This is a service providing support, advice and information for parents and carers of children with 
special educational needs (SEN). The Parent Partnership Service should also be able to provide 
details of voluntary agencies that offer support to parents, including those that can offer advice 
concerning exclusions. 
Parent Confidential Helpline: 0161 209 8356 (Monday – Friday, 10am – 3pm)  
Internet: http://www.manchester.gov.uk/a_to_z/service/2202/parent_partnership_service  

 
5. First-tier Tribunal (Special Educational Needs and Disability)  
This is a service that handles disability discrimination claims for children with special educational 
needs or disabilities.  
Helpline: 01325 392760    Email SENDISTQUERIES@hmcts.gsi.gov.uk 
Internet: http://www.justice.gov.uk/tribunals/send 
 
5. WHERE CAN YOUNG PEOPLE GET ADVICE ON EXCLUSIONS? 
There is a very helpful leaflet for Year 10 and Year 11 pupils on the ACE website.  The leaflet is at: 

http://www.childrenslegalcentre.com/
http://www.childrenslegalcentre.com/
http://www.childrenslegalcentre.com/userfiles/file/School%20exclusions%20leaflet.pdf
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion
http://www.ace-ed.org.uk/
mailto:exclusions@manchester.gov.uk
http://www.manchester.gov.uk/a_to_z/service/2202/parent_partnership_service
mailto:SENDISTQUERIES@hmcts.gsi.gov.uk
http://www.justice.gov.uk/tribunals/send
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http://www.ace-ed.org.uk/Resources/ACE/Migrated%20Resources/Documents/fbx.pdf but, at the 
time of writing, had not been updated in respect of the 2012 government guidance on exclusions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Length of Fixed-Term Exclusions  
 
Short-term exclusions should be as short as possible.  (Evidence from Ofsted is that ‘1-3 days are 
often long enough to secure the benefits of exclusion without adverse educational consequences’.)  
Fixed-term exclusions of more than 15 days within a school term (cumulative) are automatically 
subject to review by the governing body. 
 
A pupil cannot be excluded for more than 45 school days in any one school year. 
 
Parents must be informed, in writing, with reasons, where a fixed period exclusion has been 
extended or converted to a permanent exclusion.   
 
As Headteachers are already aware, exclusions must not be given for an unspecified period, for 
example, until a meeting can be arranged. 
 
Educational Provision  
 
First 5 days: Setting Work 
For Looked After Children schools and LAs should work together to arrange provision from the first 
day following the exclusion. 
 
School should take reasonable steps to set work and mark work for a pupil during the first 5 days 
of an exclusion, unless the pupil is attending alternative provision. Work that is provided should be 
accessible and achievable by pupils outside of school. 
 

PROCEDURES FOR FIXED-TERM/LUNCHTIME EXCLUSIONS 
 
Key Points About Fixed-Term Exclusions 

• Inform parents of exclusion by telephone, text, email, directly, or by sending the information with 
the excluded pupil (duplicate recommended) giving period of exclusion and reasons. 
By the end of the afternoon session parents must be informed that for the first five school days 
of an exclusion parents are legally required to ensure that their child is not present in a public 
place during school hours (fixed penalty notice or prosecution if they fail to comply). 

• Provide parents with information in writing including information on making representations to 
GM (see model letters A, B and C). Deliver directly to parents, leaving at their last known 
address or by posting it to this address. 

• Governors Meeting (GM) or designated sub-committee (of at least three governors) is 
required (see Annex A, page 25) 

- for any exclusion which brings the cumulative total days of exclusion within a term to 16 days or 
more. 

- if the exclusion would result in a pupil missing a public examination or national curriculum test**. 
- for a cumulative total of 6-15 days of exclusion in a term a GM is only required where parent 

requests it.  
- For  an exclusion of 5 or less days in a term, where the parent requests it, but cannot direct 

reinstatement and is not required to arrange a meeting with parents. 
• Set work for first 5 days –parents responsible for supervision during this time.  (For LAC, 

provision should be in place from Day 1.) 
• Plan ‘6th day provision’ for fixed-term exclusions over 5 days and inform parents in writing as 

soon as possible but at least 48 hours before the provision is due to commence. 
** If it is not practicable to convene a meeting before the examination/test the chair of governor’s may 
consider the exclusion independently and decide whether or not to reinstate the pupil. 

http://www.ace-ed.org.uk/Resources/ACE/Migrated%20Resources/Documents/fbx.pdf
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Parents are responsible for supervising their child during these 5 days and must ensure that the 
pupil is not present in a public place during normal school hours without reasonable justification.  
 
  
6th Day Provision 
The governing body must arrange suitable full-time educational provision from and including the 
sixth school day of a fixed period exclusion. It is suggested that provision should normally be off-
site (except for on-site provision shared with the governing body of at least one other school, e.g., 
at an Inclusion Centre). 
Examples of 6th day provision are: 

• Reciprocal arrangements between schools 
• Well-planned e-learning – with appropriate supervisory arrangements.  
• Placement in a secondary school Inclusion Centre 
• In some cases, 6th day provision may be part of arrangements made with the relevant PRU 

 
Lunchtime Exclusions  
 
Pupils whose behaviour at lunchtimes is disruptive may be excluded during the lunch-break. Head 
teacher’s still have a legal requirement to inform parents. Lunchtime exclusions are counted as half 
a school day for statistical purposes and in deciding whether a governing body meeting is required. 
It is good practice that where a pupil is entitled to free school meals, the school should make 
arrangements to provide a meal (such as a packed lunch). 
 
Reintegration after fixed period exclusion 
 
Schools should have a strategy for reintegrating pupils that return to school. The strategy may 
include a reintegration interview which is designed by the school. The strategy should ensure a 
procedure for managing the excluded pupil’s future behaviour and should form part of the school’s 
behaviour policy. 
 
Reporting Fixed-Term Exclusions to Local Authority 
 
The Local Authority must be informed of all exclusions of more than 5 days or where a pupil would 
miss a public exam or NC test. In Manchester the LA is automatically informed of fixed-term 
exclusions through the agreed electronic data transfer.  Schools, therefore, need to ensure that 
their exclusions data on SIMS/CMIS is accurate. The Local Authority only needs to be notified 
separately about the fixed-term exclusions that include the date of a public examination.  
The LA should be notified using the email address: exclusions@manchester.gov.uk  
 
For all other exclusions the headteacher must notify the LA and governing body once a term. 
 
In addition, within 14 days of a request, governing bodies must provide to the Secretary of State 
and the LA, information about any exclusions in the last 12 months. 
 
Governor’s Meetings and Independent Review Panel 
 
A Governor’s Meeting or sub-committee (minimum of three governors) is required to meet for all 
exclusions of 16+ days (or which bring the total number of days of exclusion to 16+ days), and for 
6-15 days in total for the term where parent request it.  Governors must consider representation for 
exclusions of up to 5 days but cannot overturn such an exclusion. 
 
For fixed-term exclusions there are no appeals to the Independent Review Panel.  However, claims 
alleging discrimination in respect of fixed-term exclusions can be made to First-tier Tribunal (for 
SEN and disability discrimination) or a County Court (other forms of discrimination). See page 23. 
 
 

mailto:exclusions@manchester.gov.uk
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Impartial information for parents 
When notify parents of a fixed term exclusion head teachers should draw attention to relevant 
sources of free and impartial information such as the leaflet that forms page 12 of this document.
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Basic Timeline for Permanent Exclusions and Reviews 
Same 
day as 
incide
nt 

School 
Day 1 

At least 
5 school 
days 
before 
GM 

By 
School 
Day 15 

First day 
after GM 

Up to 15 
School 
Days 
after 
parents 
receive 
letter  

16th day Up to 15 
days after 
review 
requested 

Same day 
as Indept 
Review 
Panel 

“Without 
delay” 
Indept 
Review 
Panel 

Parents 
notified 
verbally 
of 
exclusn 
 
Work 
arrange
d for 
first 5 
days 

Parents 
receive 
school’s 
exclusion 
letter. 
 
School 
emails 
info to LA.  
HT 
notifies 
governors 

HT has 
prepared  
report 
 
Clerk to 
Governor
s 
prepares 
GM and 
circulates 
papers 

Governor’s  
Meeting 
takes place 
 
 
GM gives 
verbal 
notification 
of decision 

Clerk sends 
letter of GM 
decision 

Parents 
can 
request  
independ-
ent review  

If no 
review 
requested  
pupil 
taken off 
roll 

Indept 
Review 
Panel 
 
(If parents 
request) 
 

IRP clerk 
reports 
immediately 
to the LA. If 
governors 
are not 
directed to 
reconsider 
an 
exclusion  
pupil taken 
off roll 

Decision 
communctd 
in writing  

 
See ‘Summary of Procedures Following an Exclusion’ on page 10 for further detail. 
 
Notifying Parents, the Local Authority and Governors 
 
Notify parents of the exclusion on the day of the exclusion, by telephone, text, email or directly or 
by sending the information home with the excluded pupil (consider sending a duplicate in these 
circumstances).  Send the parents Model Letter D – deliver directly to the parents, leave it or post it 
to their last known address. Enclose information on sources of help for parents – as contained in 
the leaflet on page 12 in this guidance. 
 
By School Day 1, the school notifies the Local Authority of a permanent exclusion by completing 
the Permanent Exclusion Reporting Form (available from exclusions@manchester.gov.uk) and 
sending it to this email address. 
 
By School Day 1, notify the governors of the exclusion – particularly the Chair and Clerk – so that 
they can start preparing for a Governors’ Meeting or sub-committee to review the exclusion. 
 
(The process of completing the Permanent Exclusions Reporting Form can be made quicker by 
adding tags within the appropriate SIMS fields – Chorlton High can provide advice on this.) 
 
Local Authority Contact for Parents 
 
Parents of permanently excluded pupils will be allocated a caseworker by the Local Authority to 
support them through the process.  This caseworker will make contact with parents.   
 
The leaflet, ‘Where can parents get advice on exclusions?’, page 12 in this guidance, provides 
contact details of organisations available to support parents. 
 
Headteacher Report 
 
The Head teacher should start preparing their report straight away for the Governors Meeting 
(GM).  (See the box on the left hand side of page 17 and last section on page 10 for further 
information about the Head teacher’s report.)  As far as possible, the report should be circulated, 
with other papers, by the Clerk to Governors or other person at least 5 school days before the GM. 
 

PROCEDURES FOR PERMANENT EXCLUSIONS 
 

mailto:exclusions@manchester.gov.uk
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The Pupil’s Education 
 
School is responsible for providing work for the first five days.  For permanent exclusions, the Local 
Authority is responsible for the pupil’s education from School Day 6 (or School Day 1 for LAC). 
 
Governors’ Meeting (or sub-committee) 
 
A Governors’ Meeting is held to review all permanent exclusions.  A minimum of three governors 
are required if the exclusion is to be reviewed by a sub-committee. The parents, the pupil and a 
Local Authority representative should be invited. See relevant section in this guidance. 
 
The governors appointed to hear the Headteacher’s recommendation to exclude should not have 
prior knowledge of the details of the case. The appointed governors/ clerk or chair should have 
attended recent training on exclusions. Available online or through local governor support.   
 
A copy of the governors’ decision letter should be emailed to the Local Authority at 
exclusions@manchester.gov.uk  
 
Taking Pupils Off Roll  
 
School can take the child off roll only in the following circumstances:  

• If no appeal/review is requested, the pupil is taken off roll on expiry of the time allowed for 
an independent review (after 15 school days from the parents’ receipt of the permanent 
exclusion letter from school)  

• If an independent review is requested, the pupil can only be taken off roll when the review 
has been determined or abandoned. 

• If the parent confirms in writing that they will not be applying for an independent review. 
 
Independent Review 
 
Parents have up to 15 school days after the receipt of the Governors Meeting to request an 
independent review with the Independent Review Panel for Manchester.  See relevant section on 
Independent Review Panel.  
 
Parents may request an independent review even if they did not attend the Governors’ Meeting. 
 
Discrimination Claims 
 
Parents who believe that their child has been discriminated against on the grounds of their special 
educational needs or disability may lodge a claim with the First-tier Tribunal (Special Educational 
Needs and Disability). The Tribunal is launching a system to hear permanent exclusion cases, as 
soon as possible, where reinstatement is requested by the parents (see FAQs, page 23 for more 
details). 

mailto:exclusions@manchester.gov.uk
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When is a Governors’ Meeting Needed to Review an Exclusion? 
 
Most fixed-term exclusions are not followed by a Governors’ Meeting (GM).   
 
However, the governing body or sub-committee (minimum of three governors) must convene for 
the following: 

��  All permanent exclusions: GM must be held on the 6th to15th school day after the 
governors were notified 

��  Where the cumulative number of days of fixed-term exclusions is 16 days or more in 
one school term: GM must be held on the 6th to 15th school day after the governors were 
notified 

��  Where the exclusion would result in a pupil missing a public exmination or national 
curriculum test 

��  Where cumulative number of days of exclusions in a term is 6-15 days only if parents 
request a meeting: GM must be held on 6th to 50th day after the governors were notified 

 
Where total number of days of exclusion in a term is 5 days or less in one term, governors 
must consider parental representations but are not required to meet with parents. For these 
exclusions, the governing body cannot reinstate the pupil but can place a copy of their findings on 
the pupil’s school record. 
 
Where a fixed-term exclusion falls on the day of a public examination or national curriculum 
test, schools usually make every effort for the pupil to attend the assessment, either by attending 

school for the examination on that day or by making 
arrangements with another centre.  
 
Note that lunchtime exclusions count as ½ day for 
the above purposes. 
 
 Organising the Governors’ Meeting 
 
Clerking the Governors’ Meeting 
It is important that the GM to review exclusions is 
run efficiently and fairly thus the Clerk of Governors 
or other person plays an important role in the 
planning and organisation. This includes a record of 
clear minutes of the GM which should be available 
to all parties on request. The Admissions/Exclusion 
team (0161 245 7166) can provide some advice on 
this, though the present guidance can provide the 
information needed.   

 
Composition of GM or sub-committee 
The governing body may meet to review exclusions 
or a sub-committee may be nominated. The sub-
committee must comprise of at least 3 governors.  
 
Who Is Invited? 
The governing body must invite: 

• Headteacher/teacher with that delegated 
responsibility 

• parent , who can be accompanied by a 
friend or representative 

THE GOVERNORS’ MEETING or SUB-COMMITTEE 
 

Headteacher’s Report:  
suggested content 
 
Governors’ Meeting or Sub-Committee 
should circulate papers at least 5 school 
days before the meeting including the 
Headteacher’s report. 
 
The Headteacher’s report should contain: 
��  Reasons for exclusion 
��  An evidence chronology of the 

circumstances  
��  An account of the investigation of the 

appropriate incident 
��  Other corroborative evidence 
��  For persistent behaviour issues dated 

evidence of  
o history of the pupil’s behaviour in school 
o evidence of strategies used, including 

appropriate planning and review (e.g. 
IEP, PSP, or PEP) 

o evidence of multi-agency involvement, 
where appropriate 

o a holistic view of the pupil, including 
positive aspects and engagement with 
parents  

 
Documents to be included with 
Headteacher’s report: 
��  Original, signed statements from the 

offender, the victim and witnesses – which 
should be anonymised (if necessary, typed) 
for distribution purposes 

��   PSP or IEP as reviewed where appropriate 
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• the pupil, who should be allowed and encouraged to attend the meeting and to speak 
• for permanent exclusions only, an LA officer will attend or send written representations 

(email exclusions@manchester.gov.uk to enquire about local authority representation) 
•  For looked after children, a social worker may wish to be present. 

 
Date of Governors’ Meeting 
The clerk/ other person should determine the date, time and place of the Governors’ Meeting.  This 
should be at a time and place convenient to all parties but within legal time limits.  
 
Requesting and Circulating Papers 
Clerk/ other person must request written statements in advance of the meeting including: 

• Headteacher report and witness statements 
• Parent submission 

These should arrive with the clerk/ other person no later than, say, 7 school days before the 
Governors’ Meeting. 
 
The clerk/ other person should circulate all these papers to the Headteacher, parent of 
excluded pupil, and the LA representative (if relevant) at least 5 days before the meeting. 
 
 
Possible Outcomes and Role of the Governors 
 
The governing body/sub-committee can:  

• uphold an exclusion; or  
• direct the pupil’s immediate reinstatement; or 
• direct the pupil’s reinstatement by a particular date. 

 
The governing body cannot: 

• extend a fixed-term exclusion 
• change a permanent exclusion into a fixed-term 

exclusion 
 
 
Role of the Governors Meeting/ Sub-Committee 
The role of the governing body is to review the 
Headteacher’s decision.   
This review will involve the following considerations, in the 
context of the DfE Guidance on Exclusions, appropriate school policies and the representations 
made: 

• Where an allegation of misconduct against the pupil is in dispute, the standard of proof is 
the balance of probabilities 

• Whether correct procedure was followed – though a decision should not be overturned on a 
technical defect unless the process was so flawed that justice was clearly not done 

• Whether the exclusion was proportionate (fair and justified) 
The panel must balance the interest of the excluded pupil against the interests of all other 
members of the school community. 
 
Procedure at the Governors’ Meeting 
 
The Governors’ Meeting or Sub-Committee to consider an exclusion must be minuted by the Clerk 
to the Governors or other person (see Appendix for a model agenda).  The governing body should 
ensure that all parties are supported to participate and have their views properly heard. This can 
be achieved by adopting a procedure such as the one suggested below.  
 
 
 

“In the Headteacher’s report I think 
it’s a good idea to give Governors a 
holistic, balanced view of the pupil, 
including the positives, and not just 

focus on the incidents of 
misbehaviour.  The process can 

then seen to be fair.” 
Secondary Headteacher 

mailto:exclusions@manchester.gov.uk
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 Governors’ Meeting or Sub-Committee : Suggested Procedure  
See model agenda on P 26  

1 The governors gather on their own. The headteacher, pupil, parents (and their 
representative/friend if any) and LA representative (if present) then enter together, as equals 

2 The Chair of Governors or the sub-committee: introduces all those present and their role; explains 
the purpose of meeting (to review the Headteacher’s exclusion); explains the order of the meeting 

3 The Headteacher outlines the case for exclusion, referring to the Headteacher’s report. 

4 Governors, parents and their representative, pupil and LA representative have the opportunity to 
question the Headteacher 

5 Parents (& their representative) present their case.  If parents are not present, Clerk should read 
out their written submission if sent.  If pupil is present, the Chair should ask for their views 

6 Headteacher, governors and LA representative have the opportunity to question parents and pupil 

7 For permanent exclusions - LA representative gives view.  (If LA has made written representations 
then these should be read out.) 

8 For permanent exclusions - All present have the opportunity to question the LA representative 

9 Headteacher sums up the case for exclusion 

10 Parents sum up their view 

11 All leave, except the clerk/ minute secretary who remains to advise the governors on the decision.  
The clerk/ minute secretary may stay with the governing body/sub-committee to help it by 
reference to the notes and with the wording of the decision letter 

 
No party to the review should be alone with the governors at any point before, during or after the 
meeting. Governors should not discuss the exclusion with any party outside of the meeting. 
 
 
Informing Parties of the Decision 
 
Parents, the Headteacher and the LA should be informed of the decision of the Governors’ Meeting 
‘in writing without delay’ stating the reasons (see, for example, Model Letters E1 and E2). 
 
For permanent exclusions:  

• the letter (Model Letter E2) indicates the last day for requesting an independent review  - 15 
school days after notice in writing was given of the Governors’ Meeting decision 

• a copy of this letter should be emailed to exclusions@manchester.gov.uk  
• note the outcome on the pupil’s educational record (with copies of relevant papers) 

mailto:exclusions@manchester.gov.uk
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When Does an Independent Review Panel Convene? 
An Independent Review Panel (IRP) is held after a permanent exclusion if a parent lodges an 
appeal no later than the 15th school day after receipt of the decision letter from the governors 
meeting that considered the exclusion. 
 
Who Runs the Independent Review Panel? 
The Independent Review Panel for maintained schools is run by the Independent Education 
Appeals Service for Manchester, based within the Local Authority’s democratic services and City 
Solicitor’s office. Academy Trusts may make their own arrangements for an independent review 
panel.  
 
In Manchester the LA independent review panel is a three-member panel comprising: a lay 
member (Chair), a school governor (or ex-governor), and a Headteacher (or recently serving 
Headteacher). 
 
If requested by parents, in their application for the review, the local authority/ Academy Trust must 
appoint a SEN expert to attend the review panel (whether or not the child has recognised special 
educational needs). For statutory guidance for SEN experts see DfE Guidance on Exclusions, 
paras 155 to 158. The Local Authority has Educational Psychologists who can act as SEN experts 
at the independent review panel at the request of a parent.  
 
What Issues Will the Review Panel Consider? 
The role of the panel is to review the governing body’s decision not to reinstate a permanently 
excluded pupil. 
 
The panel must apply the civil standard of proof, i.e. on the balance of probabilities it is more 
likely than not that a fact is true. 
 
The jurisdiction of the First-tier Tribunal (Special Educational Needs and Disability) and County 
Court to hear claims of discrimination relating to permanent exclusion does not preclude an IRP 
from considering issues of discrimination in reaching its decision. 
 
Possible Decisions of an Independent Review Panel 
 
Following its review the panel can decide to: 
• uphold the exclusion decision;   
• recommend that the governing body reconsiders their decision; or 
• quash the decision and direct that the governing body considers the exclusion again. 

 
The panel may only quash the decision where it considers that it was flawed when considered in 
the light of the principles applicable on an application for judicial review (illegality, irrationality, 
procedural impropriety – see DfE Guidance on Exclusions, paras 148 to 151). 
 
Where a panel directs a governing body to reconsider an exclusion it has the power to order 
that a readjustment of the school’s budget (or in the case of an Academy payment to LA) of 
£4000 – in addition to any funding that would normally follow an excluded pupil – if the governing 
body does not offer to reinstate the pupil within 10 school days. 
 
Following an Independent Review Panel 
 
The panel must write to all parties without delay. This notification must include the panel’s 
decision and reasons for it, details of any financial adjustments if the GB does not offer to 
reinstate a pupil and any information that should be recorded on a pupil’s educational record. 

INDEPENDENT REVIEW PANEL 
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When can and can’t exclusions be used? 
 
Can a Headteacher come to an agreement with a parent for the pupil to stay at 
home, thereby avoiding an exclusion? 
 
No.  The DfE guidance is very clear on this point – there is no basis in law for such an arrangement, and it 
could be challenged at a later point. 
 
Does the school have to undertake a PSP or CAF before an exclusion? 
No.  However, schools may find that a PSP is a useful way to structure and manage an intervention.  A PSP 
also provides helpful evidence of the work done by the school to address the behaviour before reaching the 
point of exclusion.  
 
As severe behavioural issues often arise from a complex combination of factors, schools may also find that a 
Common Assessment Framework (CAF) process can be an effective way of co-ordinating efforts to support 
the child or young person and their family. 
 
Can a pupil be excluded for behaviour outside school premises? 
 
The behaviour of pupils outside school can be considered as grounds for exclusion. This is a matter of 
judgement of the head teacher in accordance with the school’s published behaviour policy. 
 
See DfE Guidance on Exclusions, para 3 
 
When should exclusion not be used? 
 
Exclusion should not be used for: 

• low/poor academic performance 
• poor attendance/truancy/lateness 
• failure to do homework 
• pregnancy 
• for behaviour of parents, or failure of parents to attend a meeting 
• protecting a victim of bullying by sending them home 

 
What are the rules on school uniform? 
 
It is for the governing body of a school to decide whether there should be a school uniform and other rules 
relating to appearance, and if so what they should be. 
 
Previous guidance has indicated that it is permitted for pupils to be sent home briefly by the Headteacher (or 
person authorised by them) to put right a breach of rules on school uniform or appearance, if this can be 
done quickly and easily.  (This does not count as an exclusion, but as an authorised absence.)  A pupil must 
not be sent home indefinitely or for longer than is strictly necessary to remedy the breach as this could 
amount to an unofficial exclusion. 
 
Breaches of uniform/appearance would not normally lead to the use of exclusion.  However, exclusion is 
permitted for persistent and open defiance of these rules. 
 
See School Uniform Guidance (updated September 2011) at:  
http://www.education.gov.uk/schools/leadership/schoolethos/b0014144/schooluniform  
 
 
 
 

FREQUENTLY ASKED QUESTIONS 

http://www.education.gov.uk/schools/leadership/schoolethos/b0014144/schooluniform
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In what circumstances can an exclusion be changed? 
 
 
The headteacher may withdraw an exclusion that has not been reviewed by the governing body. 
 
If further evidence suggests the need to extend an exclusion, or change to a 
permanent exclusion, can this be done? 
In exceptional circumstances, usually after further evidence had come to light, a fixed period exclusion can 
be extended or converted to a permanent exclusion but the headteacher must write again to parents 
explaining the reasons for the change and providing any additional information required. 
 
An exclusion cannot be extended because parents cannot attend a reintegration interview or the interview is 
delayed. 
 
The governing body can uphold an exclusion or direct reinstatement of the pupil immediately or on a 
particular date. 
   
Note: The governing body cannot change the length or nature of an exclusion. 
 
What if an excluded pupil will miss a public examination or national 
curriculum test? 
 
Where an exclusion would result in a pupil missing a public examination or national curriculum test the 
headteacher must inform the governing body and the local authority without delay. There is a further 
requirement for a governing body, so far as is reasonably practicable, to consider the exclusion before the 
date of the exam or test. If this is not practicable, the chair of governors may consider the exclusion 
independently and decide whether or not to reinstate the pupil. 
 
Note: These are the only circumstances in which the chair can review an exclusion decision alone. 
 
While there is no automatic right for an excluded pupil to take an exam or test on the excluding school’s 
premises, the governing body should consider whether it would be appropriate to exercise their discretion to 
allow an excluded pupil on the premises for the sole purpose of taking the exam or test. 
 
How do you handle a school incident that is also subject to police 
involvement and criminal proceedings? 
 
Headteachers need not postpone taking a decision on an exclusion solely because a police investigation is 
underway. Headteachers will need to make a decision on the evidence available to them at the time. 
 
Where evidence is limited by a police investigation or criminal proceedings, headteachers should give 
particular consideration to ensuring that the decision to exclude is fair. 
 
Where the governing body is required to consider a headteacher’s decision in these circumstances they 
cannot postpone the meeting and must decide whether or not to reinstate the pupil on the evidence 
available. 
 
See DfE Guidance on Exclusions, paras 170 to 172 
 
Governors’ Meeting or Sub-Committee 
 
What if a pupil is excluded for 15 days, and is then excluded for a separate incident 
for a day in the same term? 
A Governors’ Meeting or Sub-Committee must meet when the cumulative days of fixed-term exclusions in a 
term reaches 16 days or more (see Annex A, page 25).  Therefore, after a fixed-term exclusion of 15 days in 
a term, the governing body must meet for each additional exclusion of even a single day in that same term. 
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What is the role of the Local Authority Officer in the Governors’ Meetings? 
A representative of the local authority must be invited to the meeting of the governing body to consider 
exclusions. The governing body must consider any representations made by the representative of the local 
authority. 
 
Can the Governors’ Meeting overturn an exclusion on a ‘technicality’? 
An exclusion should not be overturned on the basis of a technical defect. 
 
The governing body is advised to conduct their meeting along the general lines of an Independent Appeal 
Panel.  In the advice for IAPs, the DfE Guidance states: ‘The law states that the panel must not decide to 
reinstate a pupil purely on the basis of technical defects in procedure ... procedural issues would be relevant 
if there were evidence that the process was so flawed that important factors were not considered or justice 
was clearly not done’ (DfE Part 5, para 40).   
 
What is the Role of the Governing Body for a Fixed-Term Exclusion? 
Most fixed-term exclusions are not followed by a Governors Meeting.  (See Annex A on page 25). 
 
Where the governors meet to consider an exclusion they can uphold the exclusion, direct the immediate 
reinstatement of the pupil, or direct reinstatement by a particular date. 
 
 
Transfer of funding after a permanent exclusion 
 
Usually, the relevant proportion of AWPU will be transferred by the Local Authority from the excluding school, 
to the receiving school/LA provision. 
 
The excluding school loses funding from the sixth school day following the head teacher's decision to 
exclude the pupil permanently. 
 
In addition an adjustment (or payment for an Academy) of £4000 will be made to the schools budget if the 
governing body does not offer to reinstate, within 10 days, a pupil who’s exclusion they have been directed 
to reconsider. 
 
 
First-tier Tribunal (Special Educational Needs and Disability) and 
discrimination claims 
 
What happens if a parent lodges a disability discrimination claim with the Tribunal? 
The Tribunal is launching a new twin track system to coincide, in order to hear permanent exclusion cases, 
where reinstatement is requested by the parents, as soon as possible. 
 
There will be an expedited timetable for such cases of no more than six weeks from application to judgment. 
The timetable for all other types of discrimination claim will remain unchanged, including permanent 
exclusions, where reinstatement is not being requested. 
 
The expedited timetable will also not apply while the exclusion being appealed is also being considered by 
an IPR, but can be started afterwards if the parents still wish to progress their Tribunal claim. 
 
The statutory time limit for schools to put in their response to claims has been reduced to 15 days, where 
reinstatement is requested (Time limit of 30 days remains for all others).  
 
Guidance and forms are available: http://www.justice.gov.uk/tribunals/send 
 
Queries: 01325 392760 or email: SENDISTQUERIES@hmcts.gsi.gov.uk 
 
 
 
 

http://www.justice.gov.uk/tribunals/send
mailto:SENDISTQUERIES@hmcts.gsi.gov.uk
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Annex A – A summary of the governing body’s duties to review the head 
teacher’s exclusion decision 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The governing body must convene a 
meeting to consider reinstatement 
within 15 days of receiving notice of 
the exclusion. However, the 
governing body must take reasonable 
steps to meet before the date of the 
examination. If this is not practical, 
the chair of governors may consider 
pupil’s reinstatement independently.  

The governing body must convene a 
meeting to consider reinstatement 
within 15 days of receiving notice of 
the exclusion.  

Yes 

Yes 

No 

Will the exclusion 
result in the pupil 
missing a public 
exam or NCT? 

Is the exclusion 
permanent? 

Will the exclusion take 
the pupil’s total days of 
exclusion above 15 for a 

term? 

 

Yes 

No 

Will the exclusion take 
the pupil’s total days of 
exclusion above 5 for a 

term? 

 

No 

The governing body 
must convene a 
meeting to consider 
reinstatement within 
50 days of receiving 
notice of the 
exclusion.  

Have the pupil’s parents 
requested a governing 

body meeting? 

 

The governing body must consider any 
representations made by parents but 
does not have the power to overturn 
the head teacher’s decision.  

Yes Yes 

No 

The governing body is not required 
to consider the exclusion and does 
not have the power to overturn the 
head teacher’s decision  

No 

The governing body may delegate its functions to consider an exclusion to a designated sub-
committee.  Reference to days mean ‘school days’. 



 27 

MODEL GOVERNORS’ MEETING AGENDA:  
(Suggested meeting procedure is detailed on page 19) 
 

GOVERNORS’ MEETING: Exclusion Review 
 
Venue: ............................; Date: .................; Time: ................. 
 

AGENDA 
 
Purpose of Meeting: to review the fixed-term/permanent exclusion of [name of pupil] from [name 
of school] for the period of .... days   The exclusion began on [date].   (Delete as appropriate.) 
 
Invitees: 

• [list invitees] 
 
Schedule of Meeting 
1. Clerk/ other invites attendees into the meeting, and makes introductions 

2. Chair explains the purpose of the meeting, and the sequence of the meeting 

3. Headteacher’s representations, referring to Headteacher Report 

4. Questions for Headteacher from attendees 

5. Parents’ representations and pupil views 

6. Questions for parent (and pupil) representations from attendees 

7. (For permanent exclusions) Local Authority representations (by letter or in person) 

8. (As appropriate) Questions for LA representative from attendees 

9. Headteacher sums up the case for exclusion 

10. Parents sum up their view 

11. All withdraw except Governors and Clerk/ Minute secretary 

12. Governors consider the exclusion with the Clerk/ Minute Secretary present, and 

come to decision 

13. Governors consider a draft wording of the letter to parents 
 
Attendees will be informed of the decision by letter.  (GM may also inform attendees by telephone 
the same day, as appropriate) 
 
Enclosed: 

• Headteacher Report 
• Parent representations 
• School behaviour policy 
• School Equal Opportunities Policy 
• [Other policy, as appropriate – e.g. SEN Policy, if appropriate to the case] 
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INFORMATION ON ATTENDANCE CODES 
The DfE guidance on absence and attendance codes is at 
http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance/b0010008/pupil-registration-
regulations-and-guidance .  Click on ‘Absence and attendance codes’ under the ‘Associated 
Resources’ heading.   

ATTENDANCE CODES SUMMARY  
 
1.  For a Pupil on an Exclusion (fixed-term or permanent): 

• For the first 5 days of exclusion, if educational provision has not been made by the school – 
use Code E 

• For any period during their exclusion that they are educated off-site at a supervised activity 
approved by the school (e.g. they are a guest pupil at a partner school, or at an LA 
approved provider of alternative education) – use Code B and not Code E 

• If the alternative provision is at a PRU or a shared exclusion unit at another school, the 
pupil should be recorded under Code D (dual registration) as the pupil is dually registered 
at both institutions 

 
When dual registered, the pupil’s registration status as recorded in the school Management 
Information System (MIS) will need to be changed from Current single registration (C) to Current 
main (Dual registration) (M). 
 
In all cases where alternative provision is made and the pupil is absent, the absence should be 
recorded using the appropriate code for that activity (e.g. I or O) and not Code E. 
 
2. Lunchtime Exclusions 
The attendance register should be completed as normal during the period of lunchtime exclusions.  
However, lunchtime exclusions are recorded on the SIMS/CMIS exclusions module according to 
those procedures and are counted as an exclusion for one session (i.e. a half-day).  
 
3. Internal Exclusions 
If the pupil is “internally excluded” or is attending a shared exclusion unit within the school then 
this is not an exclusion in a formal sense and the attendance should be recorded using the normal 
marks for present. 
 
4.  Temporary Reduced Timetable 
When pupils are put on a reduced timetable which only requires them to attend for the morning or 
afternoon session, they need to be marked as ‘authorised absence’ for the other session 
(attendance code C).  (Note that reduced timetables are used for re-integration or transition 
purposes, not as part of a punishment – see page 8 of the present guidance.) 
 
5. Education Off Site  
Under the Education and Skills Act 2008, governing bodies can arrange for pupils to be directed 
off-site in order for them to receive educational provision which is intended to improve their 
behaviour, for example at a PRU (see DfE Guidance on Exclusions, para 14).  Such provision, 
which is not an exclusion, should not be continued for longer than is absolutely necessary.  (See 
page 8). 
 

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance/b0010008/pupil-registration-regulations-and-guidance
http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance/b0010008/pupil-registration-regulations-and-guidance
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The Attendance Code B is used for education off site at an approved provider of alternative 
provision.  If a PRU is used, the pupil should be recorded under Code D (dual registration) as the 
pupils is dually registered at both institutions. 
 
REMOVAL OF PUPIL FROM SCHOOL ROLL 
 
If a permanent exclusion is confirmed, the pupil’s name should be removed from the school roll on 
the school day:  

• after the appeal panel’s confirmation of permanent exclusion; 

• on expiry of the time allowed for appeals to be made;  

• after the parent confirms in writing that they do not intend to appeal; or 

• if the pupil takes up a place elsewhere. 

 
 
EXCLUSIONS MODULE ON SIMS/CMIS 
 
Schools need to complete the pupil exclusion module on SIMS/CMIS for each exclusion, whether it 
be a fixed-term, permanent or lunchtime exclusion.  This helps to ensure that accurate data goes 
to the Local Authority. 
 
There are some technical issues which admin. staff may wish to be aware of when completing the 
SIMS/CMIS exclusions module.  The most common issue in SIMS is the need to ensure that the 
attendance register accurately reflects the pupil’s educational provision over the period of the 
exclusion.  Take, for example, a 10-day fixed-term exclusion which is marked as  
EE/EE/EE/EE/EE  BB/BB/BB/BB/BB on the attendance register (following 5 days of supervised 
work at home and then attendance at 5 days of education off site).  On entering the 10-day 
exclusion on the SIMS pupil exclusions module, the attendance register may be over-ridden to 
become EE/EE/EE/EE/EE  EE/EE/EE/EE/EE which is incorrect  The attendance register needs to 
be corrected manually back to EE/EE/EE/EE/EE  BB/BB/BB/BB/BB. 
 
Further advice on completion of the SIMS/CMIS modules will be available from your school   
information systems support team. 
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MODEL LETTERS 
 
Model letter A  
Fixed-Term, Up to 5 School Days in total in one term 
 
Headteacher to parent 
 
Dear [Parent's 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 pupils 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 to the governing body about this decision to exclude 
your child from school.  

[Next two sentences ONLY FOR PUPILS MISSING PUBLIC EXAMINATIONS/NT TESTS] 

[Child's Name] is scheduled to take [external examinations/NC tests – list] on [dates – 
list]. The governing body and chair of governors’ will carefully consider the implications of your 
child missing these assessments. 

If you wish to make representations please contact [usually name of Chair of Governors] on/at 
[contact details — address, phone number, 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 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 the First Tier Tribunal (http://www.justice.gov.uk/guidance/courts-and-
tribunals/tribunals/send/index.htm).  
  
[This paragraph is OPTIONAL and may be used if the head teacher chooses to hold a 
reintegration interview as part of the reintegration strategy.] 

You and your child [pupil'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 suitable 
alternative date and time. The purpose of the reintegration interview is to discuss how best your 
child's return to school can be successfully managed. 
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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 also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0808 802 
0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm Monday 
to Friday, except Bank Holidays and 24th December to the 1st January. Exclusion guidance is also 
available at http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion [Schools can 
refer to and enclose a copy of page 12 - ‘Where Can Parents Get Advice On Exclusions?’] 

  
[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]  
Head teacher 

http://www.childrenslegalcentre.com/
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion
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Model letter B 

Fixed Term, 6 -15 School Days in total in a term 
 
Headteacher to parent 
 
Dear [Parent's 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 pupils 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. 
  
From the 6th school day of the pupil'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 start and finish times — this may not be identical 
to the times 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]. 
  
You have the right to request a meeting of the governing body or sub-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 governing body must meet if you request it to do so. The 
latest date by which it must meet, if you request a meeting, is [specify date — no later than the 
50th school day after the date on which the governing body were notified of this 
exclusion].  

[Next two sentences ONLY FOR PUPILS MISSING PUBLIC EXAMINATIONS/NT TESTS] 

[Child's Name] is scheduled to take [external examinations/NC tests – list] on [dates – 
list]. The governing body and chair of governor’s will consider this whether or not you wish to 
make representations. 

If you do wish to make representations to the governing body over the decision to exclude your 
child from school please let us know. Please also let us know if you wish to be accompanied by a 
friend or representative. Contact [usually name of Chair of Governors] 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. 

. 
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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 the First Tier Tribunal (http://www.justice.gov.uk/guidance/courts-and-
tribunals/tribunals/send/index.htm). Making a claim would not affect your right to make 
representations to the discipline committee. 
  
[This paragraph is OPTIONAL and may be used if the head teacher chooses to hold a 
reintegration interview as part of the reintegration strategy.] 

You [and your child or pupil'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 suitable 
alternative date and time. The purpose of the reintegration interview is to discuss how best your 
child's return to school can be successfully managed. 
 
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 also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0808 802 
0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm Monday 
to Friday, except Bank Holidays and 24th December to the 1st January. Exclusion guidance is also 
available at http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion . [Schools can 
refer to and enclose a copy of page 12 - ‘Where Can Parents Get Advice On Exclusions?’]. 

 

[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]  
Head teacher 
  
 

http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.childrenslegalcentre.com/
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion
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Model letter C 
Fixed-Term, 16 School Days or more in total in one term 
 
Headteacher to parent 
 
Dear [Parent's 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 pupils 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 pupil's exclusion] [specify date] until the expiry of his 
exclusion we [For PRUs  the local authority - 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. [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 start and finish times — these may not be identical to the times 
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 must meet to consider the exclusion. At the review meeting you may make representations to 
the governing body if you wish. The latest date on which the governing body can meet is [date 
here — no later than 15 school days from the date the governing body is notified].  

[Next two sentences ONLY FOR PUPILS MISSING PUBLIC EXAMINATIONS/NT TESTS] 

[Child's Name] is scheduled to take [external examinations/NC tests – list] on [dates – 
list]. The governing body and chair of governor’s will consider this whether or not you wish to 
make representations. 

If you wish to make representations to the governing body please contact [usually name of Chair 
of Governors] on/at [contact details — address, phone number, email], as soon as possible. 
You may also invite a friend or representative to accompany you. 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 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 
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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, and/or make a claim, 
to the First Tier Tribunal (http://www.justice.gov.uk/guidance/courts-and-
tribunals/tribunals/send/index.htm). Making a claim would not affect your right to make 
representations to the governing body.  

 
[This paragraph is OPTIONAL and may be used if the head teacher chooses to hold a 
reintegration interview as part of the reintegration strategy.] 

You [and your child or pupil'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 suitable 
alternative date and time. The purpose of the reintegration interview is to discuss how best your 
child's return to school can be successfully managed. 

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 also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0808 802 
0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm Monday 
to Friday, except Bank Holidays and 24th December to the 1st January. Exclusion guidance is also 
available at http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion . [Schools can refer to 
and enclose a copy of page 12 - ‘Where Can Parents Get Advice On Exclusions?’].  

  
[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]  
Head teacher 

 
 

http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.justice.gov.uk/guidance/courts-and-tribunals/tribunals/send/index.htm
http://www.childrenslegalcentre.com/
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion
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Model letter D 
Permanent exclusion 
  
Headteacher to parent 
 
Dear [Parent's 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/this PRU unless he/she 
is reinstated by the governing body/the discipline committee (management committee in case of a 
PRU) or by an appeal panel. 
  
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 pupils 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 pupils 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 [give the name 
of the authority] will provide suitable full-time education. [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.] 
  
[For pupils of compulsory school age] 
[Where pupil 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 have 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 request a review of their decision by 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].  

[Next two sentences ONLY FOR PUPILS MISSING PUBLIC EXAMINATIONS/NT TESTS] 

[Child's Name] is scheduled to take [external examinations/NC tests – list] on [dates – 
list]. The governing body and chair of governor’s will consider this whether or not you wish to 
make representations. 

 

If you wish to make representations to the governing body please contact [usually name of Chair 
of Governors] on/at [contact details — address, phone number, email], as soon as possible. 
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You may also invite a friend or representative to accompany you. You will, whether you choose to 
make representations or not, be notified by the Clerk to the governing body/PRU management 
committee 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/PRU 
management committee.] 
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. 
  
The Local Authority will allocate a Caseworker to help you through the process, and they will be in 
touch with you over the next few days.  You may also wish to contact [the 
admissions/Exclusions Team] at [Manchester Local Authority] on/at [tel. 0161 245 7166 
; email  exclusions@manchester.gov.uk ; or at the address School Exclusions, Manchester 
City Council, Children’s Services, Integrated Admissions, 2nd floor, town hall extension, 
Manchester, M60 2LA, who can provide advice on what options are available to you. 

 

You may also find it useful to contact the the Children's Legal Centre. They aim to provide free legal 
advice and information to parents on state education matters. They can be contacted on 0808 802 
0008 or on http://www.childrenslegalcentre.com/. The advice line is open from 8am to 8pm Monday 
to Friday, except Bank Holidays and 24th December to the 1st January. Exclusion guidance is also 
available at http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion . [Schools can refer 
to and must enclose a copy of page 12 - ‘Where Can Parents Get Advice On Exclusions?’].  

  
Yours sincerely 
  
[Name]  
Head teacher  
  

mailto:exclusions@manchester.gov.uk
http://www.childrenslegalcentre.com/
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion


 38 

Model letter E1 
Upholding a Fixed-Term Exclusion 
 
From the governing body to parent 
 
Dear [Parent's name] 

The meeting of the governing body at [school] on [date] considered the decision by [head 
teacher/teacher in charge] to exclude your son/daughter [name of pupil] for a fixed period of 
[specify period]. The governing body, after carefully considering the representations made and all 
the available evidence, has decided to uphold [name of pupil]'s exclusion. 

The reasons for the governing body's decision are as follows: [give the reasons in as much 
detail as possible, explaining how they were arrived at.] 

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 the First Tier Tribunal (http://www.justice.gov.uk/guidance/courts-and-
tribunals/tribunals/send/index.htm). 

I would advise you of the following sources of advice: the Children's Legal Centre which can be 
contacted on 0808 802 0008 or on http://www.childrenslegalcentre.com/. Exclusion guidance is 
also available at http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion . [Schools 
can refer to and enclose a copy of page 12 - ‘Where Can Parents Get Advice On 
Exclusions?’].   

 

Yours sincerely  
[name  

and position]  
On behalf of the Governing Body

http://www.childrenslegalcentre.com/
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion
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Model letter E2 

Upholding a Permanent Exclusion 
 
From the governing body to parent 
 
Dear [Parent's name] 

The meeting of the governing body at [school] on [date] considered the decision by [head 
teacher/teacher in charge] to permanently exclude your son/daughter [name of pupil]. The 
governing body, after carefully considering the representations made and all the available evidence, 
has decided to uphold [name of pupil]'s exclusion. 

The reasons for the governing body's decision are as follows: [give the reasons in as much 
detail as possible, explaining how they were arrived at.] 

You have the right to request an independent review of this decision. If you wish to request a 
review, please notify [Independent Appeals Service for Manchester at 0161 234 3038 or 
email school.appeals@manchester.gov.uk]. They will send you a form to complete.  You must 
set out the reasons for your request in writing. Send this request for an independent review to 
[School Appeals, PO Box 532, Town Hall, Albert Square, Manchester, M60 2LA] by no later 
than [specify the latest date — the 15th school day after receipt of this letter]. If you have 
not requested an independent review by [repeat latest date], you will lose your right for the review. 
Please advise if you have a disability or special needs which would affect your ability to attend the 
meeting. Also, please inform [Manchester City Council’s school appeals office – see contact 
details above] if it would be helpful for you to have an interpreter present at the review. 

The review will be heard by an Independent Review Panel. A three or five-member panel will Be 
appointed. A three member panel will comprise of a serving, or recently retired (within the last five 
years), head teacher, one serving, or recently serving, experienced governor/ management 
committee members and one lay member who will be the Chairman. (A five-member panel will 
comprise two serving, or recently retired (within the last 5 years), head teachers, two serving, or 
recently serving, experienced governors / management committee members and one lay member 
who will be the Chairman.)  You also have the right to require the local authority (Manchester) to 
appoint a Special Educational Needs (SEN) expert to attend the review. There will be no cost to you 
for the appointment of the SEN expert. The SEN expert will provide impartial advice to the panel on 
how special educational needs might be relevant to the exclusion. The appointment of an SEN 
expert does not require you child to have recognised special educational needs. Please make it clear 
in your request for a review should you wish Manchester to appoint an SEN expert for the review. 
The review panel will rehear all the facts of the case — if you have fresh evidence to present to the 
panel you may do so. The panel must meet no later than the 15th school day after the date on 
which your appeal is lodged. In exceptional circumstances panels may adjourn the hearing until a 
later date. 

You may, at your own expense, appoint someone to make written/ or oral representations to the 
panel. You may also bring a friend to the review.  

In determining your appeal the panel can make one of three decisions:  

1. to uphold the head teacher’s decision to permanently  exclusion your child; 

2. to recommend that the governing body reconsiders it’s decision ; 

3. to quash the exclusion and direct the governing body to reconsider it’s decision . 
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NB the Governing Body may choose not to change their decision following reconsideration as 
described above in 2 and 3 .  

Following the review meeting, schools must notify the following people of their decision.   

1. the parent 

2. the headteacher 

3. the Local Authority and where relevant, the ‘home authority’  

Schools should put their decision and the reasons for it, in writing within 10 school days.  

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 the First Tier Tribunal (http://www.justice.gov.uk/guidance/courts-and-
tribunals/tribunals/send/index.htm). 

 

I would advise you of the following sources of advice: the Children's Legal Centre which can be 
contacted on 0808 802 0008 or on http://www.childrenslegalcentre.com/. Exclusion guidance is 
also available at http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion . [Schools can 
refer to and enclose a copy of page 12 - ‘Where Can Parents Get Advice On Exclusions?’].   

 

Yours sincerely  
[name  

and position]  
On behalf of the Governing Body 

 

 
 

http://www.childrenslegalcentre.com/
http://www.education.gov.uk/schools/pupilsupport/behaviour/exclusion

