[bookmark: _GoBack]Dear [Parent’s Name]


PUPIL NAME:  [ENTER NAME]		D.O.B:  00.00.00 

I am writing to inform you that a meeting of the Governing Body Discipline Committee will take place on [date] at [time] to consider the head teacher's recommendation to permanently exclude [pupil’s name] from school from [start date]. 

If you are unable to attend on the date or at the time of this meeting, please contact the school office at the earliest opportunity on tel:…………………..  or email: …………

The Governing Body Discipline Committee has the power to reinstate your child immediately or from a specified date; or, alternatively, decline to reinstate your child. 

The Department for Education suspension and permanent exclusion guidance states: 

‘In reaching a decision on whether a pupil should be reinstated, the governing board should consider whether the decision to suspend or permanently exclude the pupil was lawful, reasonable, and procedurally fair. This should consider the welfare and safeguarding of the pupil and their peers, the headteacher’s legal duties, and any evidence that was presented to the governing board in relation to the decision to exclude.’ (Paragraph 122).

The school will provide a pack of evidence about the exclusion which is circulated to all parties invited to the meeting.  You should receive the pack of evidence at least 5 school days in advance of this meeting.  If you have written evidence that you would like to submit to the meeting, please send this to …………………….., at the earliest opportunity but at the latest by (date) so it can be circulated to all parties. 

The meeting must consist of at least 3 governors. The governors who form the Governing Body Discipline Committee are:

·   
·    
·    

At this meeting, the Chairperson will briefly explain the procedure the meeting will follow (see attached/enclosed) and the order in which each party will have the opportunity to put their case to the panel of governors and ask questions.  The head teacher will present the reasons for the exclusion and witnesses may be called if appropriate.  You can present your case and/or give a written account.  You will also have the opportunity to ask questions.

At the close of the meeting, the Governing Body Discipline Committee will ask all parties to leave so they can discuss the evidence presented by all parties and make a decision on whether they will offer to reinstate your child immediately or on a particular date, or if they will not offer to reinstate your child.   

You are welcome to bring a friend/advocate/adviser with you should you wish.  Please let me know if you have a disability or special needs which would affect your ability to attend or take part in the meeting or if it would be helpful for you to have an interpreter at the meeting.

Please contact me [insert telephone/email/address details] and let me know the following:
· if you will be attending this meeting
· if you will be bringing a friend, representative or advocate
· if there is any support that we could offer to assist you to attend and contribute to this meeting
· if you wish to call any witnesses – their name and contact details
· if you have any written/documented evidence that you would like to provide ahead of the meeting

Please find enclosed an order of proceedings for the meeting.


Yours sincerely




Headteacher



Dear 


[Parent’s Name]


 


 


 


PUPIL


 


NAME:


  


[ENTER


 


NAME]


 


 


D.O.B:


  


00.00.00


 


 


 


I am writing to inform you that a meeting of the 


Governing Body Discipline Committee


 


will take 


place on 


[date]


 


at 


[time]


 


to consider the head teacher's 


recommendation 


to 


permanently 


exclude 


[pupil’s name]


 


from school from 


[start date]


.


 


 


 


If you are unable to attend on the date or at the time of this meeting, please contact 


the school 


office


 


at the earliest opportunity


 


on


 


tel


:


…………………..


  


or email: 


…………


 


 


The 


Governing Body Discipline 


Committee


 


has the power to reinstate your child immediately or 


from a specified date; or, alternatively, decline to reinstate your child. 


 


 


The Department for Education 


suspension and permanent exclusion


 


guidance states: 


 


 


‘


In reaching a decision on whethe


r a pupil should be reinstated, the governing board 


should consider whether the decision to suspend or permanently exclude the pupil was 


lawful, reasonable, and procedurally fair. This should consider the welfare and 


safeguarding of the pupil and their pee


rs, the headteacher’s legal duties, and any 


evidence that was presented to the governing board in relation to the decision to 


exclude.


’ (Paragraph 


122


)


.


 


 


The school will provide a pack of evidence about the exclusion which is circulated to all parties 


invi


ted to the meeting.  You should receive the pack of evidence at least 5 school days in advance of 


this meeting.  


If you have written evidence that you would like to submit to the meeting, please send 


this to 


……………………..


,


 


at the earliest opportunity 


but at the latest by 


(date)


 


so it can be circulated to 


all parties. 


 


 


The meeting must consist of at least 3 


governors. The


 


governors who form the 


Governing Body 


Discipline Committee


 


are:


 


 


·


 


  


 


·


 


   


 


·


 


   


 


 


A


t this 


meeting,


 


the Chairperson will briefly explain the procedure the meeting will follow 


(see 


attached


/enclosed


) 


and the order in which each party will have the opportunity to put their case to 


the panel of governors and ask questions.  The head teacher will present th


e reasons for the 


exclusion and witnesses may be called if appropriate.  


You 


can present your case and/or give a 


written account.  You will also have the opportunity to 


ask questions.


 


 


At the close of the meeting, the 


Governing Body Discipline Committee


 


will ask all parties to leave so 


they can discuss the evidence presented by all parties and make a decision on whether they will 


offer to reinstate your child immediately or on a particular date, or if they will not offer to reinstate 


your child.   


 


 


You a


re welcome to bring a friend/advocate/adviser with you should you wish.  Please let me know 


if you have a disability or special needs which would affect your ability to attend or take part in the 


meeting or if it would be helpful for you to have an interpr


eter at the meeting.


 




Dear  [Parent’s Name]       PUPIL   NAME:    [ENTER   NAME]     D.O.B:    00.00.00       I am writing to inform you that a meeting of the  Governing Body Discipline Committee   will take  place on  [date]   at  [time]   to consider the head teacher's  recommendation  to  permanently  exclude  [pupil’s name]   from school from  [start date] .       If you are unable to attend on the date or at the time of this meeting, please contact  the school  office   at the earliest opportunity   on   tel : …………………..    or email:  …………     The  Governing Body Discipline  Committee   has the power to reinstate your child immediately or  from a specified date; or, alternatively, decline to reinstate your child.      The Department for Education  suspension and permanent exclusion   guidance states:      ‘ In reaching a decision on whethe r a pupil should be reinstated, the governing board  should consider whether the decision to suspend or permanently exclude the pupil was  lawful, reasonable, and procedurally fair. This should consider the welfare and  safeguarding of the pupil and their pee rs, the headteacher’s legal duties, and any  evidence that was presented to the governing board in relation to the decision to  exclude. ’ (Paragraph  122 ) .     The school will provide a pack of evidence about the exclusion which is circulated to all parties  invi ted to the meeting.  You should receive the pack of evidence at least 5 school days in advance of  this meeting.   If you have written evidence that you would like to submit to the meeting, please send  this to  …………………….. ,   at the earliest opportunity  but at the latest by  (date)   so it can be circulated to  all parties.      The meeting must consist of at least 3  governors. The   governors who form the  Governing Body  Discipline Committee   are:                                 A t this  meeting,   the Chairperson will briefly explain the procedure the meeting will follow  (see  attached /enclosed )  and the order in which each party will have the opportunity to put their case to  the panel of governors and ask questions.  The head teacher will present th e reasons for the  exclusion and witnesses may be called if appropriate.   You  can present your case and/or give a  written account.  You will also have the opportunity to  ask questions.     At the close of the meeting, the  Governing Body Discipline Committee   will ask all parties to leave so  they can discuss the evidence presented by all parties and make a decision on whether they will  offer to reinstate your child immediately or on a particular date, or if they will not offer to reinstate  your child.        You a re welcome to bring a friend/advocate/adviser with you should you wish.  Please let me know  if you have a disability or special needs which would affect your ability to attend or take part in the  meeting or if it would be helpful for you to have an interpr eter at the meeting.  

