PARENT ADDRESS

[bookmark: _GoBack]Date 
RE: Notification of Fixed Term Suspension / Alternative Provision 
Dear xxxxxxxxxxx

I am writing to inform you of my decision to suspend FIRST NAME SECOND NAME for a fixed period of nn school days.  This means that he/she will not be allowed in school for this period. The suspension begins on DD/MM/YY           and ends on DD/MM/YY. 
I realise that this suspension may well be upsetting for you and your family, but the decision to suspend FIRST NAME has not been taken lightly. FIRST NAME has been suspended for this fixed period because of possession of a prohibited item and threats to harm. 
                            
You have a duty to ensure that your child is not present in a public place in school hours during this suspension period 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.
Work can be set for FIRST NAME to be completed on the day specified in the previous paragraph as school days during the period of her suspension when you must ensure that she is not present in a public place without reasonable justification. Please ensure that work set by the school is completed and returned to us promptly for marking.
You have the right to make representations about this decision to the governing body. If you wish to make representations please contact XXXXXXXXXX (Chair of Governors) in writing via the school office, 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 suspension 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 Special Educational Needs and Disability Tribunal (SENDIST). The address to which appeals should be sent is SENDIST, Mowden Hall, Staindrop Road, Darlington DL3 9DN. 

You also have the right to see a copy of FIRST 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 FIRST 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. 

The Parent Partnership Service gives advice and support to parents who consider their child has special educational needs.  The Parent Partnership Service can be contacted on 0115 948 2888.  

FIRST NAME’s suspension  expires on DD/MM/YY and we expect FIRST NAME to be back in school on DD/MM/YY to meet with me to discuss the way forward.
 


Yours sincerely





Head teacher 

