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PROCEDURES FOR THE EXCLUSION OF PUPILS 
FROM SCHOOL
1. Introduction
This paper sets out the procedures which should be used when a pupil is excluded from school.  The School Standards and Framework Act 1998 (Section 68) requires Headteachers, governing bodies, LEA's and appeal panels to have regard to guidance given from time to time by the Secretary of State on exclusion procedures. The procedures which have to be followed whenever a pupil is excluded from school are set out in:

· Section 52 of the Education Act 2002;
· the Education (Pupil Exclusions and Appeals)(Maintained Schools) (England) Regulations, 2002;
· the Education & Inspections Act 2006;
· the guidance "Improving Behaviour and Attendance: Guidance on Exclusion from Schools and Pupil Referral Units”   The September 2007 guidance is a comprehensive guide to exclusions and should be read carefully by Headteachers and governors on Disciplinary Committees.
2.
Key Points

· Schools should record the steps they have taken to manage children’s behaviour and be ready to share this record with parents, the Discipline Committee, the Authority and ultimately if required the Independent Appeal Panel.
· Schools must give full information about the circumstances of any exclusion to the pupil’s parents and, if the case is to be considered by the governors, to them.

· Correspondence relating to the exclusion between the school, parents and the Authority must be comprehensive, clearly expressed and dealt with promptly.

· The rules of natural justice must be followed in considering whether to exclude and in the consideration of exclusions by governing bodies’ Disciplinary Committees.

· Great care must be taken not to discriminate against children who are disabled within the meaning of the Disability Discrimination Act.

· Accurate records of all exclusions, including lunchtime exclusions, must be kept and provided to the Director of Children’s Services and to the school governing body.

· Unofficial Exclusions
Unofficial or informal exclusions are illegal, there is no basis in law for any pupil to be sent home for a “cooling off” period.  In every instance where a pupil is sent home from school for disciplinary reasons headteachers should formally record and specify the length of exclusion e.g. half day, whole day, lunchtime.  Further guidance on breach of school rules on appearance. (See page 9 para 10 (d) of 2007 guidance.
· Careful attention should be paid to the procedures and to the specific content of the model letters, and the new requirements for Day 6 provision.
· Strict timetables must be followed for the consideration of exclusions particularly fixed term exclusions over 15 days in any one term and permanent exclusions.

· Great care must be taken not to discriminate against children who are disabled within the meaning of the Disability Discrimination Act.

· Accurate records of all exclusions, including lunchtime exclusions, must be kept and provided to the Director of Children’s Services and to the school governing body.

3.
Definitions 

3.1
"Exclusion" means any requirements that a pupil should not attend school during normal school hours and pupils may be excluded only on disciplinary grounds.  The power to exclude a pupil from school is exercisable only by the Headteacher or in his/her absence by the teacher who is acting in place of the Headteacher.  There are two types of exclusion: 


fixed term - where a pupil is excluded for a specified number of days; a pupil may not be excluded for more than 45 days during a school year.  Lunchtime exclusions should be counted as half-day exclusions for the purposes of recording.  Fixed term exclusions are subject to review by the governing body which has the power to reinstate earlier than the date specified by the Headteacher pupils who have been excluded for more than 5 days or when the pupil would lose the chance to take a public examination.


permanent - where the Headteacher states that the pupil should be excluded permanently.  The governing body have a duty to consider whether to uphold the exclusion or reinstate the pupil. 

3.2
Exclusion procedures do not apply to children who are required not to attend school on medical grounds.  Advice on non-attendance at school on medical grounds is contained in the Guidelines on Communicable Diseases in Schools, (Policy Circular HOO4/98).  New advice on authorised and unauthorised absences from schools is contained in the Absence and Attendance Codes for Schools and LAs from the Department of Education and Skills August 2006.  Further information on the attendance codes and pupil registration regulations is available at www.dcsf.gsi.gov.uk\schoolattendance.
3.3
Any reference to a parent is a reference to a parent or any person who has parental responsibility.  Any reference to a pupil having the right to make representations with respect to an exclusion is a reference to a pupil over 18.  Where a child is subject to a care order, the local authority that has parental responsibility for the child is entitled to determine to what extent the parents should exercise their parental responsibility; the local authority itself can make representations on behalf of a child who has been excluded.

3.4
Any reference to the Director of Children & Young People’s Department is a reference to an officer nominated by him.

4.
Discipline in Schools 
4.1
All schools must have policies procedures and staff training in place that promote good behaviour and prevent poor behaviour.  Schools must have a behaviour/discipline policy and must bring it to the attention of all parents and pupils and persons employed at the school at least once in every school year. 

4.2
The Authority has a Behaviour Strategy Plan, which can serve as the foundation for each school's policy on discipline.  The Strategy makes it clear that Headteachers must have available to them a range of sanctions, which will include exclusion from school for the most serious offences.  The Behaviour Strategy Plan sets out the range of policies and services which are relevant to pupils' behaviour in school. 

4.3
The governing body may provide the Headteacher with a written statement of general principles regarding discipline in schools but the statement should not be prescriptive in terms of rewards or punishments.  The measures determined by the Headteacher regarding discipline and good behaviour must be publicised in a written document and brought to the attention of the parents of pupils, all pupils and persons employed at the school at least once in every school year (Section 61 (7)).  The governors should send a copy of their statement to the Director of Children and Young People’s Department and must consult him before making any reference in the statement to any measures which could lead to an increase in the Authority's expenditure or affect the responsibilities of the Authority as an employer.  The Governing Body is also responsible for ensuring that the proper procedures relating to the exclusion of pupils are followed by the school. 

5.
Purpose of Exclusions
5.1
There is no doubt that there are circumstances where there is no alternative but to exclude a pupil, notably for serious breaches of the school behaviour policy or where his/her behaviour poses a danger to the safety and well-being of other pupils and staff on the school site.  The DCSF Guidance "Improving Behaviour and Attendance" September 2007 advises Headteachers on circumstances in which exclusion of a pupil may or may not be appropriate.  However, the Authority’s intention is that the number of pupils excluded from school should be reduced to as low a point as possible.  Strategies are being put into place to help schools to achieve this, examples being the establishment of Learning Support Units in secondary schools and the Behaviour Improvement Programme.  The Authority will monitor the success of these strategies and disseminate good practice and experience. 

5.2
Governing bodies are asked to examine at least once per year the pattern of exclusions in their school.  They are asked to promote strategies to reduce exclusions in their own schools, where appropriate in collaboration with the Authority. Governing bodies should consider setting targets for a reduction in exclusions and should monitor their progress towards achieving those targets. 

5.3
It would be expected that if a pupil had a history of poor behaviour, the school would have followed the procedures in the Authority’s SEN Handbook, notably those sections dealing with pupils with social, emotional and behavioural difficulties.  It would be expected that for a pupil with a history of poor behaviour who had been permanently excluded there would be documentation to show the nature of the behaviour causing concern, the strategies adopted by the school to deal with it, and the degree of success of those strategies.  Examples of this documentation would be the Individual Behaviour Plans in the SEN Handbook or a Pastoral Support Programme.  It is expected that, in accordance with the SEN Code of Practice and the guidance "Improving Behaviour and Attendance” September 2007, Headteachers would not, other than in the most exceptional circumstances, exclude pupils with statements of special educational needs. 

5.4
Headteachers should be aware that the SEN and Disability Act 2001 and the Disability Equality Duty requires that pupils with disabilities should not be treated less favourably because of their disability. Schools must take reasonable steps to ensure that disabled pupils are not placed at a substantial disadvantage to their non- disabled peers.  ‘Disability’ includes clinically recognised conditions such as ADHD.  The September 2007 Guidance has been strengthened significantly in relation to pupils with disabilities.  The definition of disability under the Disability Discrimination Act is, “A person has a disability if he/she has a physical or mental impairment which has a substantial and long-term adverse effect on his ability to carry out normal day to day activities” Part 1, para 1.1.  The definition is not the same as the definition of special educational needs but there is likely to be a large overlap.  Headteachers should consider 4 questions when determining whether it is appropriate or not to exclude a pupil who may be disabled within the meaning of the Disability Discrimination Act 1995.

a) Is the pupil disabled?

b) Is the exclusion for a reason related to the pupil’s disability?

c) Would another pupil to whom the reason did not apply, be treated in the same way?

d) Can the exclusion be justified?

The reasonable adjustments duty is an anticipatory duty and requires schools to think ahead and anticipate the barriers that disabled pupils might face and remove or minimise them before a disabled pupil is placed at a substantial disadvantage.  There is also a specific duty on schools to have a Disability Equality Scheme, (DES) in place by 4th December 2006 for all secondary schools and 3rd December 2007 for all primary, special and pupil referral units.  Exclusions is just one of the areas to be covered in the DES and OFSTED, as such, will have a significant role in measuring disability equality as part of their inspection process.

5.5
Headteachers should also have regard to the amended Race Relations Act 1976, and the Race Relations (Statutory Duties) Order 2001, which require schools to assess the impact of policies on pupils from different racial groups.  Schools are required to monitor the effect that sanctions, including exclusions, have on particular racial groups and to be sure there is no disproportionate adverse impact on those groups of pupils.  The Commission for Racial Equality has published a Code of Practice on the Duty to Promote Race Equality. 

5.6
Exclusion of children in care should be an absolute last resort.  Headteachers should always contact the Authority before a decision is made to permanently exclude a looked after child.  Schools should be especially sensitive towards children in public care. Every practicable means should be employed to maintain these children in school.  However, if the decision is made to exclude the pupil, anyone who is seen as a parent will have the right to make representations and appeal.  The guidance "Improving Behaviour and Attendance" (September 2007) is clear that the definition of "parent" includes any person who has parental responsibility (including the Local Authority) and any person (e.g. foster parent) with whom the child lives.  This could mean that the school has to notify more than one person about the exclusion, giving the right to make representations and to appeal.  If a Headteacher is considering excluding a looked after child, they are asked to contact the child’s LACES Team teacher to see if other strategies can be used to avoid an exclusion.

6.
Exclusion Procedures: What Headteachers must do 
6.1
It is for the Headteacher to decide whether exclusion is an appropriate sanction to use in each individual case taking into account all the relevant circumstances.  The standard of proof to be applied is the balance of probabilities, that is, if it is more probable than not that the pupil did what he or she is alleged to have done, the Headteacher may exclude the pupil.

6.2
Reasons for exclusions must be set out in specific detail in letters to parents.  It is not sufficient to refer vaguely to "an incident" or "poor behaviour".  The letter should be given personally to the parent or pupil (if over 18) or sent by first class post.  If sent by post, every effort should be made to inform the parent or pupil (if over 18) in person or by telephone.  If a member of staff visit the pupil's home, e.g. to deliver the letter, he/she should not normally do so alone. 

6.3
If witness statements are taken they should normally be signed and dated.  If there is good reason to protect other pupils’ anonymity, they should be dated.

6.4
Within one school day the Headteacher should inform the Disciplinary Committee and the Authority of: 


a)
permanent exclusions; 


b)
exclusions which will result in the pupil being excluded for more than five school days or ten lunchtimes in any one school term;


c)
exclusions which will result in the pupil missing a public examination. 



The Headteacher may do this by sending or e-mailing to the Director of Children and Young People’s Department a copy of the letter sent to the parent.

6.5
Fixed term exclusions totalling five or fewer school days, or ten or fewer lunchtimes or half days, in any one term must be reported to the Disciplinary Committee and to the Education Authority at the end of each term.
7.
Fixed Term Exclusions 
7.1
Upon deciding to exclude a pupil for a fixed term, the Headteacher on the day the pupil is excluded must:


inform the parents or pupil (if over 18) immediately preferably by telephone, followed by a letter  either on or within one school day.  The letter must contain the following information: 



(a)
a fixed period exclusion, the precise period of the exclusion; 


(b)
the reason for the exclusion; the notification should provide sufficient details to ensure the reason is fully understood; parents' attention should also be drawn to the steps taken by the school to try to avoid exclusion; 


(c)
the parent’s right to make representations about the exclusion to the governing body (or to the Director of Children and Young People’s Department in the case of a PRU); 



(d)
the procedure for making such representations; the date by which notice of the wish to make representation should be lodged, together with the name and address of the Chair of the Disciplinary Committee; the address will normally be c/o the school (in the case of a PRU representations should be made to the Director of Children and Young People’s Department);


(e)
the person whom the parent should contact if they wish to make such representation (this will usually be the Clerk to the Governing Body);

(f)
the school days on which the parent is required to ensure that their child is not present in a public place during school hours without justification, as specified in Section 103 (2) and 104 of the Education and Inspections Act 2006; (unless this information is given in another notice to the parent), that the parent may be prosecuted, or may be given a fixed penalty notice if the pupil is present in a public place without justification during normal school hours on any of the school days specified in the notice;

(g) 
the arrangements made by the school for enabling the pupil to continue his or her education during the first five school days of an exclusion, including the setting and marking of work.  It is the parent’s responsibility to ensure that work sent home is completed and returned to school;

(h)
and the school days on (or school day from) which the pupil will be provided with alternative suitable full-time educational provision and will be required to attend such alternative provision, if the parent is not otherwise notified of this information; separate notification of these details can be sent later if more time is needed by the school or Local Authority to make arrangements; in the case of a fixed term exclusion the parent must be given this information in writing at least 48 hours before the education is to be provided.  In the case of a permanent exclusion, on receiving details of the provision, its location, start times and transport arrangements if appropriate, from the Local Authority, the headteacher should advise the parents in writing and confirm to the Local Authority that these details have been passed on;

(i)
that, if appropriate, the parent will be invited to attend a reintegration interview and that the parent’s failure to attend will be a factor taken into account by a magistrate’s court when deciding whether to impose a parenting order, if this is applied for.  Details of time, date and location of the interview should be included in the letter for exclusions  of up to 5 days (which will affect parents of primary aged pupils).  For longer exclusions separate notification of these details can be sent nearer to the date of the proposed interview.  Any proposed interview should be held no later than the fifteenth school day, following the pupil’s return to school;

(j)
the latest date by which the governing body must meet to consider the circumstances in which the pupil was excluded (except where the exclusion is for a total of not more than 5 school days in any one term, and would not result in the pupil missing a public examination);


(k)
in the case of a fixed period exclusion, the date and time when the pupil should return to school (in the case of a lunchtime exclusion, the number of lunchtimes for which the pupil is being excluded, and if applicable the arrangements for the child to receive free school meals);


(l)
the parents' right of access to the child's school record upon written request to the school; 

(m)
the name and telephone number of the LA officer who can provide advice, namely the Principal Officer, Admissions and Exclusions, 0151 666 4226;



(n)
the telephone number for the Advisory Centre for Education (ACE) exclusions help line 020 7704 9822 and their website address: www.ace-ed.org.uk. 
(Model letters to parents are attached)
7.2
The Headteacher should inform the Chair of the Disciplinary Committee and draw to his/her attention to those exclusions which mean that a pupil will, in aggregate, in one term have been excluded for more than five school days or would lose the opportunity to take a public examination. 

7.3
If the exclusion is for longer than 15 days, the Headteacher must inform the Director of Children and Young People’s Department.

7.4
The Headteacher must make arrangements for the pupil to be set work.  If the exclusion is for more than 15 days, the Headteacher should liaise with the Authority to make arrangements for the pupil to receive full-time education and draw up a plan for the pupil's reintegration to school. 

7.5
The Headteacher must comply with any direction given to him/her by the Disciplinary Committee to reinstate the pupil at an earlier date than he/she has specified.
8.
Permanent Exclusions 
8.1
Upon deciding to exclude a pupil permanently, the Headteacher on the day the pupil is excluded must inform the parent or pupil and the Local Authority (if over 18) immediately, preferably by telephone, followed by a letter either on or within one school day.  The letter must contain the following information: 



(a)
the fact that it is a permanent exclusion and the date it takes effect from; 



(b)
the reason for it, providing sufficient particulars so that the reason for the exclusion is clearly explained; 


(c)
the school days on which the parent is required to ensure that their child is not present in a public place during school hours without justification, as specified in Section 103 (2) and 104 of the Education and Inspections Act 2006; (unless this information is given in another notice to the parent), that the parent may be prosecuted, or may be given a fixed penalty notice if the pupil is present in a public place without justification during normal school hours on any of the school days specified in the notice;

(d)
the date the Local Authority will provide suitable full time education from, and the arrangements for the school providing work in the first five days.



(e)
the date the Local Authority will provide suitable full-time education from.  If not known at the time of writing say that the arrangements will be notified shortly by a further letter or phonecall.



(f)
the parents’ (or if over 18, the pupil’s) right to make representations to the Disciplinary Committee; parents should be advised that they should make known their intentions within seven days of receipt of the letter; (in the case of a PRU the parents have the right of appeal to an independent appeal panel);


(g)
the name and address of the Chair of the Disciplinary Committee; the address will normally be c/o the school; (in the case of a PRU parents should be given the details of the Head of Legal and Member Services, Wallasey Town Hall, and the date by which such notice of appeal should be lodged); 


(h)
the notification should also document for reference any relevant previous warnings, fixed period exclusions or other disciplinary measures (if any) taken prior to the excludable behaviour being committed.  This could be done in the form of a follow up letter in order to avoid delay; 


(i)
the parents' right of access to the child's school record upon written request to the school; 


(j)
the name and telephone number of the Authority officer who can provide advice, namely, the Principal Officer (Admissions and Exclusions), 0151 666 4226; 


(i)
the telephone for the Advisory Centre for Education (ACE) exclusions help line 020 7704 9822 or at www.ace-ed.org.uk.
(Model letters to parents are attached)
8.2
The Headteacher must send a copy of this letter and any subsequent correspondence with the parent to the Chair of the Disciplinary Committee and to the Director of Children and Young People’s Department.  The Headteacher must ensure that the Authority has sufficient information to identify the child and the parents, that is, full name, date of birth and address.  It is extremely important that the parents, Disciplinary Committee and the Director of Children and Young People’s Department should have available all the relevant information concerning the exclusion.  All the information should be in writing and should be given to the parent and the Committee at least five days before the Disciplinary Committee meeting.

8.3
The pupil remains on the roll of the school until any appeal is determined or the time limit to lodge an appeal has expired or the parent has written to say that no appeal will be lodged during this period.  The Headteacher must arrange for work to be set for the excluded pupil and for it to be marked.  It is the parent’s responsibility to ensure that work sent home is completed and returned to school.  

8.4
If the Disciplinary Committee decides that the pupil should be reinstated, the Headteacher must comply with that instruction. 


MODEL LETTER 1
FROM HEADTEACHER (OR TEACHER IN CHARGE OF A PRU)

NOTIFYING PARENT OF A FIXED PERIOD EXCLUSION OF 5 SCHOOL DAYS OR FEWER IN ONE TERM, AND WHERE A PUBLIC EXAMINATION IS NOT MISSED

Dear (Parents’ 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 date) unless there is reasonable justification for this.  I must warn 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 (Name of Child) 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.

(School other than PRU)

You have the right to make representations about this decision to the governing body.  If you wish to make representations please contact (Name of Contact) 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.

(PRU)

You have the right to make representations to (name LA) about this decision.  These representations will be considered by (set out arrangements which the LA have made for considering representations).  If you wish to make representations please contact (name of contact) on/at (contact details – address, phone number, email) as soon as possible.

You should also be aware that if you think the exclusion relates to a disability you 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.

(This paragraph applies to all fixed period exclusions of primary-aged pupils).  You (and your child or pupil’s name) are requested attend a reintegration interview with me (alternatively, specify the name of another staff member)  on (date) at (time).  If that is not convenient, please contact the school (within the next ten days) to arrange a suitable alternate date and time.  The purpose of the reintegration interview is to discuss how best your child’s return to school can be managed.  Failure to attend a reintegration interview will be a factor taken into account by a magistrates’ court if, on future application, they consider whether to impose a parenting order on you.

You also have the right to see a copy of (Name of Child’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 (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.

You may wish to contact (Name) at (LA name) on/at (contact details – address, phone number, email), who can provide advice.  You may also find it useful to contact the Advisory Centre for Education (ACE) – an independent national advice centre for parents of children in state schools.  They offer information and support on state education in England and Wales, including on exclusion from school.  They can be contacted on 020 7704 9822 or at www.ace-ed.org.uk (insert reference to local sources of independent advice if known).

(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

Headteacher

MODEL LETTER 2

FROM HEADTEACHER (OR TEACHER IN CHARGE OF A PRU) NOTIFYING PARENT(S) OF A PUPIL OF COMPULSORY SCHOOL AGE OF THAT PUPIL’S FIXED PERIOD EXCLUSION OF MORE THAN 5 SCHOOL DAYS (UP TO AND INCLUDING 15 SCHOOL DAYS) IN A TERM
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)

You have a duty to ensure that your child is not present in a public place in school hours during the first 5 days of this exclusion, that is on (specify dates).  It will be for you to show that there is reasonable justification for this.  I need to warn 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.

We will set work for (Name of Child) during the (first 5) 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 (PRU – the local authority) 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 time – this may not be identical to the start time of the home school) and report to (staff member’s name).  (If applicable – say something about transport arrangements from home to the alternative provider).

(School)  You have the right to request a meeting of the schools’ discipline 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 discipline committee must meet if you request it to do so.  The latest date by which the discipline committee must meet if you request a meeting, is (specify date – no later than the 50th school day after the date on which the discipline committee were notified of this exclusion).  If you do wish to make representations to the discipline committee, and wish to be accompanied by a friend or representative, please contact (name of contact) 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.

(PRU) You have the right to make representations to (name of LA).  These representations will be considered by (set out arrangements which the LA have made for considering representations).  If you wish to make representations please contact (name of contact) on/at (contact details – address, phone number, email) as soon as possible. 

You should be aware that if you think the exclusion relates to a disability your child has, and you think disability discrimination has occurred, you may make a claim to the Special Educational Needs and Disability Tribunal (SENDIST).  The address to which claims should be sent is:  SENDIST, Mowden Hall, Staindrop Road, Darlington DL3 9DN.  Making a claim would not affect your right to make representations to the discipline committee.

You (and your child or pupil’s name) are requested to attend a reintegration interview with me (alternatively, specify the name of another member of staff) on (date) at (time).  If that is not convenient, please contact the school before your child is due to return 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 managed.  (Such interviews are a legal requirement and) failure to attend a reintegration interview will be a factor taken into account by a magistrates’ court if, on future application, they consider whether to impose a parenting order on you.

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 wish to contact (Name) at (LA name) LA on/at (contact details – address, phone number, email), who can provide advice.  You may also find it useful to contact the Advisory Centre for Education (ACE) – an independent national advice centre for parents of children in state schools.  They offer information and support on state education in England and Wales, including on exclusion from school.  They can be contacted on 020 7704 9822 or at www.ace-ed.org.uk (Insert reference to local sources of independent advice if known).

Yours sincerely

Headteacher


MODEL LETTER 3

FROM HEADTEACHER (OR TEACHER IN CHARGE OF PRU) 

    NOTIFYING PARENT OF A FIXED PERIOD EXCLUSION OF 

MORE THAN 15 SCHOOL DAYS IN TOTAL IN ONE TERM
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).

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 need to warn 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 (Name of Child) during the (first 5 school days) 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.

From the (6th school day of the pupil’s exclusion) (specify date) until the expiry of his exclusion we (PRU – the local authority) will provide suitable full-time education.  (set out the arrangements if known at time of writing, e.g On (date) he should attend at (give name and address of the alternative provider if not the home school) at (specify the time – this may not be identical to the start time 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 or by phone).

(School other than PRU) 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 – not later than 15 school days from the date the governing body is notified).  If you wish to make representations to the governing body and wish to be accompanied by a friend or representative please contact (name of contact) on/at (contact details – address, phone number, email), as soon as possible.  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 would be helpful for you to have an interpreter present at the meeting. 

(PRU)  As the length of the exclusion is more than 15 school days (Name of LA) must consider the exclusion.  (Here set out the arrangements which the LA have made to review fixed period exclusions).  A review meeting will be held and at the review meeting you may make representations if you wish.  The latest date for a review meeting is (date here – no later than 15 school days from the date LA is notified).  If you wish to make representations and wish to be accompanied by a representative please contact (name of contact) on/at (contact details – address, phone, email).  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.

You should also be aware that if you think the exclusion to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal to the Special Educational Needs and Disability Tribunal (SENDIST).  The address to which appeals sent to is SENDIST, Mowden Hall, Staindrop Road, Darlington, DL3 9DN.  Making a claim would not affect your right to make representations to the discipline committee.

You (and your child or name of pupil) are invited to attend a reintegration interview with me (alternatively, specify the name of another staff member) on (date) at (time).  If that is not convenient, please contact the school before your child is due to return 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 managed.  Failure to attend a reintegration interview will be a factor taken into account by a magistrates’ court if, on future application, they consider whether to impose a parenting order on you.

You also have the right to see and have a copy of (Name of Child)’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 (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 school will continue to set work for (Name of Child) during the period of his/her exclusion (please insert what arrangements are in place for this).  Please ensure that any work set by the school is completed and returned to us promptly for marking.

You may want to contact (Name) at (LA name) on/at (contact details – address, phone number, email), who can provide advice.  You may also find it useful to contact the Advisory Centre for Education (ACE), which is an independent national advice centre for parents of children in state maintained schools.  They offer information and support on state education in England and Wales, including on exclusion from school.  They can be contacted on 020 7704 9822 or at www.ace-ed.org.uk (Insert reference to source of local independent advice if known).

(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

Headteacher
 

MODEL LETTER 4

FROM THE HEADTEACHER OF A PRIMARY, SECONDARY OR SPECIAL SCHOOL (OR THE TEACHER IN CHARGE OF A PRU) NOTIFYING THE PARENT(S) OF A PUPIL OF COMPULSORY SCHOOL AGE OF THAT PUPIL’S PERMANENT EXCLUSION

Dear (Name(s) of parent(s))

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/(PRU only) the local authority 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 here).

You have a duty to ensure that your child is not present in a public place at any time 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 normal school hours on those dates.  It will be for you to show reasonable justification.

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 – from i.e. (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 or by phone).

 (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).

(School but not PRU) 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 appeal against their decision to an independent appeal 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).  If you wish to make representations to the governing body and wish to be accompanied by a friend or representative please contact (name of contact) on/at (contact details – address, phone number, email), as soon as possible.  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 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.

(PRU)  You have the right to appeal to an independent appeal panel against this decision.  If you wish to appeal please notify (name of clerk to appeal panel) of you wish to appeal including your grounds of appeal in writing to (address) by no later than (specify the latest date – the 15th school day after the second working day after the letter is posted if sent by first class post, or, if delivered by hand, the fifteenth school day after delivery).  If you have not lodged an appeal by this date your right to appeal will lapse.  Please advise if you have a disability or special needs

which would affect your ability to attend the hearing.  Also, please inform (contact) if it would be helpful for you to have an interpreter present at the hearing.

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.

You may also with to contact (Name) at (LA name) on/at (contact details – address, phone number, email), who can provide advice on what options are available to you.  Additionally, you may find it useful to contact the Advisory Centre for Education (ACE – an independent national advice centre for parents of children in state schools.  They offer information and support on state education in England and Wales, including on exclusion from school.  They can be contacted on 020 7704 9822 or at www.ace-ed.org.uk (Insert reference to sources of local independent advice if known).

Yours sincerely

Headteacher

ACKNOWLEDGEMENT SLIP 

NAME OF PUPIL:

(Please delete as applicable)
I acknowledge your letter of (date) concerning the exclusion of my child. I would/would not like to attend the Disciplinary Committee meeting. 

I do/do not wish to make written representations to the Discipline Committee.

My statement is enclosed/will be sent later.

I will/will not/bring my child with me. 

I will/will not be accompanied by a friend. 

His/her name is: 

I will/will not bring witnesses to the meeting. They are (names)

SIGNED: _____________________
(PARENT)
DATE:  ____________

NAME (Please print)

To be returned to:

 By:

EXCLUSIONS FROM SCHOOL 

STATEMENT OF PARENT'S APPEAL TO THE GOVERNORS' DISCIPLINARY COMMITTEE 

NAME OF PUPIL: 

DATE OF BIRTH: 

NAME OF PARENT: 

TELEPHONE (HOME):

TELEPHONE (WORK): 

Comments upon the reason for the exclusion 

Grounds for the appeal (if different) 

Signed           ​​​​​                           (Parent or Pupil if over 18) Date ____________     

Please return this form to the Chair of the Disciplinary Committee c/o the school. 

9.
Exclusion Procedures: What Governing Bodies Must Do 

9.1
The Role of the Disciplinary Committee 


The Governing Body should delegate its duties with respect to exclusions to a Disciplinary Committee established in accordance with Schedule 11 of the 1998 Schools Standards and Framework Act.  The Disciplinary Committee must consider representations to them in connection with any exclusion.   Representations may be made in writing or orally by the parent or pupil (if over 18).  It is suggested that the Committee should comprise five members and be quorate with three.  A clerk should be appointed by the Governing Body to take notes of the proceedings.  The following terms of reference are suggested: 


(a)
to consider representations by parents (or if over 18, pupils) in connection with their child's exclusion from school; 


(b)
to consider fixed term exclusions which exceed five days in any one term or when the pupil would lose the opportunity to take a public examination with a view to determining whether to set an earlier date for the pupil's return to school; 


(c)
to consider all permanent exclusions in order to determine whether to uphold the exclusion or to reinstate the pupil.


(d)
to review arrangements made for day 6 provision


Model letters for Committees dealing with exclusions are attached.  Model procedures for the Committee are also attached. 

9.2
The Discipline Committee should invite the Director of Children and Young People’s Department to all meetings which are held to consider exclusions.

9.3
The Disciplinary Committee must be aware of the DCSF Guidance on Behaviour and Attendance (September 2007) and in particular Part 1, Promoting Positive Behaviour and Early Intervention.  Copies must be available at any meeting to consider a pupil exclusion.  They should establish that the school has taken reasonable steps to manage the child’s behaviour and where appropriate, has taken additional measures to avoid the exclusion or considered alternatives to exclusion.

10.
Fixed Term Exclusions 

10.1
The Disciplinary Committee should meet to consider exclusions of 5 days or fewer if the parent or the pupil (if over 18) makes representations to them.  They must meet within 50 school days of the date of the exclusion letter.  If the pupil has been excluded for more than five days, the Committee has the power to reinstate the pupil at an earlier date than that specified by the Headteacher.  If the exclusion is 5 days or under, the governors have no power to reinstate but they can ask for their comments to be included on the pupil’s record.

10.2
If the exclusion is for 16 days or longer, the Committee must meet between the 6th and the 15th school day to consider it whether or not representations are made by the parent.  The Chair of the Committee should invite the parents or pupil (if over 18) to make representations in writing, in person or both.  The Committee has the power to reinstate the pupil at a date sooner than that specified by the Headteacher at the time of the exclusion.

10.3
If an exclusion would result in the pupil missing a public examination the Disciplinary Committee must try to meet before that date.  If, exceptionally, in the case of a fixed term exclusion, it is not possible to convene a meeting of the Disciplinary Committee, the Chair of the Committee can consider the case alone and decide whether or not to reinstate the pupil.  These are the only circumstances in which a Chair can make a decision alone, but he or she may take advice from the Clerk and the Director of Children and Young People’s Department.  The parent should be given the right to make representations as if to a full Disciplinary Committee. 

10.4
The Committee should within 24 hours inform in writing the parents or pupil (if over 18), the Headteacher and the Director of Children and Young People’s Department of its decision. 

11.
Permanent Exclusions 

11.1
The Disciplinary Committee must review every permanent exclusion within 15 school days of the date of the exclusion. 

11.2
The Committee should invite both the parent (or pupil if over 18) and the Director of Children and Young People’s Department to make written representations and to be present at the meeting to consider the exclusion. The Committee should follow the procedure set out in paragraphs 12 to 15.

11.3
If the Committee decides to reinstate the pupil, they must set a date for the reinstatement. 

11.4
If the Committee decides to uphold the permanent exclusion, they must inform the parent or pupil (if over 18) of their right to appeal against the decision to an independent appeal committee. 

11.5
The Committee must inform the parent or pupil (if over 18) of its decision in writing within 24 hours of the meeting. Copies of the letter should be sent to the Headteacher and to the Director of Children and Young People’s Department.

Model letters are attached. 

12.
Procedures for Considering Exclusions 
12.1
The Disciplinary Committee of the governing body is responsible for ensuring that where they are required to consider exclusions and appeals against exclusions, the meetings are conducted properly and fairly.  They should be guided by the rules of natural justice. Any suggestion that a member of the Committee has an interest in the outcome or has formed a view on the exclusion before considering all the evidence is likely to invalidate the proceedings and may lead to legal action being taken against the governing body. 

12.2
The Disciplinary Committee should remember that the Headteacher and the parent appear before them as equal parties.  Neither should be given nor appear to be given more favourable treatment.  The Headteacher and parent should enter the appeal hearing together and leave together.  Neither should be left alone in the room with the Committee and the same rules apply to all witnesses and representatives. 

12.3
The function of the Disciplinary Committee.


The Disciplinary Committee should ascertain 

· the facts of the case establishing whether the pupil was guilty of the behaviour for which he/she was excluded.  They should determine this on the balance of probabilities;

· that exclusion was an appropriate response to the behaviour;

· if the exclusion is for a fixed period, whether an earlier date should be specified for reinstatement. 

13.
Scrutiny of the evidence 

13.1
The Disciplinary Committee should scrutinise the evidence rigorously.  They should question witnesses carefully and sensitively.  They should reach their decisions on the basis of an objective and impartial consideration of the facts and the merits of the case. 

13.2
They should make sure that the Headteacher, parents and the Director of Children and Young People’s Department representative at least 5 days in advance of the meeting have a copy of all the written documentation referred to during the hearing including a copy of the school’s behaviour policy.  The parent must have ample opportunity to study the documentation and the pupil's school record.

13.3
The Disciplinary Committee should ask themselves whether the school had used all the strategies available to it to avoid exclusion.  They should familiarise themselves with the services available to support children with behavioural difficulties and make enquiries as to whether the school had considered using those services.  


If it had used them, with what success? 


If it had decided not to use them, was this decision reasonable? 

14.
Procedures for the consideration of exclusion if the parent or pupil if over 18 does not appeal 
1.
The Disciplinary Committee meets and determines who will keep a record of the hearing.  The Director of Children and Young People’s Department’s representative, if present, may join the meeting. 

2.
The Headteacher is invited into the hearing. 

3.
The Headteacher presents the case for the exclusion, inviting such witnesses as he/she thinks fit. 

4.
The Disciplinary Committee has the opportunity to question the Headteacher and witnesses. 

5.
The Director's representative, if present, is invited to make representations and may be questioned. 

6.
The Headteacher, the Director’s representative and all witnesses withdraw. 

7.
The Disciplinary Committee reaches its conclusion; it informs the Headteacher and writes to the parents or pupil (if over 18) to inform them of the decision.  A copy of the letter should be sent to the Director of Children and Young People’s Department. 

15.
Procedures for the consideration of exclusions if the parent or pupil if over 18 appeals 
1.
The Disciplinary Committee meets and determines who will keep a record of the hearing.  The Children and Young People’s Department’s representative, if present, may join the meeting. 

2.
The Headteacher and the parents are invited into the hearing together. 

3.
The Headteacher presents the case for the exclusion inviting such witnesses as he/she thinks fit. 

4.
The parent or pupil (if over 18) has the opportunity to question the Headteacher and witnesses. 

5.
The Disciplinary Committee has the opportunity to question the Headteacher and witnesses. 

6.
The parent or pupil (if over 18) presents his/her case with witnesses if desired. 

7.
The Headteacher has the opportunity to question the parent or pupil (if over 18) and the witnesses. 

8.
The Disciplinary Committee has the opportunity to question the parent or pupil (if over 18) and the witnesses. 

9.
The Director's representative is invited to make representations and may be questioned. 

10.
All the witnesses withdraw. 

11.
The Headteacher sums up. 

12.
The parent or pupil (if over 18) sums up. 

13.
The Headteacher, parent or pupil and the Director's representative withdraw. 

14.
The Disciplinary Committee reaches its conclusion.

15.
The Committee informs the Headteacher and parent or pupil (if over 18) either orally or in writing; if orally, the decision must be given in writing to both parties within 24 hours.  A copy of the letter should be sent to the Director of Children and Young People’s Department.

16.
A note (or minute) of the Committee’s deliberations should be placed on the pupil’s school record. 


MODEL LETTER 5

FROM THE CLERK TO THE GOVERNING BODY TO PARENT UPHOLDING A PERMANENT EXCLUSION

Dear (Parent’s name)

The meeting of the governing body at (school) on (date) considered the decision by (head teacher) 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 appeal against this decision.  If you wish to appeal, please notify (name of the clerk to the appeal panel) of your wish to appeal.  You must set out the reasons for your appeal in writing, and if appropriate may also include reference to any disability discrimination claim you may wish to make, and send this notice of appeal to (address) by no later than (specify the latest date – the 15th school day after receipt of this letter).  If you have not lodged an appeal by (repeat latest date), you will lose your right to appeal.  Please advise if you have a disability or special needs which would affect your ability to attend the hearing.  Also, please inform (name of the clerk to the appeal panel) if it would be helpful for you to have an interpreter present at the hearing.

Your appeal will be heard by an Independent Appeal Panel, which can also hear disability discrimination claims.  A three-member panel will comprise one serving, or recently retired (within the last 5 years), head teacher, one serving, or recently serving, experienced governor and one lay member who will be the Chairman. 

(Use the following if there is a possibility that a five-member panel may sit:  

A five-member panel will comprise two serving, or recently retired (within last 5 years, head teachers, two serving, or recently serving, experienced governors and one lay member who will be the Chairman).  The appeal 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.

In determining your appeal the panel can make one of three decisions;  they may uphold your child’s exclusion; they may direct your child’s reinstatement in school, either immediately or by a particular date; or they may decide that the exclusion should not have taken place, but that reinstatement in the school is not in the best interests of all concerned.

I would advise you of the following sources of advice:  (repeat details from the original exclusion letter, i.e. a named LA officer and the Advisory Centre for Education and any local sources of independent advice).

The arrangements currently being made for (pupil’s name’s) education will continue.  (specify details here).

Yours sincerely



Clerk to the Governing Body


ACKNOWLEDGEMENT SLIP 

(Please delete as applicable)

I acknowledge your letter of (date)________ concerning the exclusion of my child,

(Name).__________________________________ 

I would/would not like to attend the Disciplinary Committee meeting. 

I do/do not wish to make written representations to the governors' committee.  My statement is enclosed/will be sent later. 

I will/will not be bring my child with me. 

I will/will not be accompanied by a friend. 
His/her name is:________________________________________
I will/will not bring witnesses to the meeting. 

They are:_____________________________________________________

SIGNED 




(PARENT) DATE 



NAME 





please print) 

To be returned to:

 By: 


EXCLUSION FROM SCHOOL 

STATEMENT OF PARENT'S APPEAL TO THE GOVERNORS' DISCIPLINARY COMMITTEE 

NAME OF PUPIL: 

DATE OF BIRTH: 

NAME OF PARENT: 

TELEPHONE (HOME): 

TELEPHONE (WORK): 

Comments upon the reason(s) for the exclusion 

Do you wish to say anything about your child's previous record in the school? 

For permanent exclusions:

Do you want your child to be reinstated at the school? YES/NO

 Please give reasons for your answer if they are not explained above. 


For fixed term exclusions:

Do you want your child to be reinstated at a date earlier than that specified by the Headteacher? YES/NO

Please give reasons for your answer if they are not explained above:

SIGNED:

                                              (Parent or Pupil if he/she is over 18) 

DATE:                                                                    

Please return this form to the Chair of the Disciplinary Committee c/o the School 

16.
Exclusion Procedures: the role of the Director of Children and Young People’s Department 

16.1
The Director is responsible for making full time provision for pupils’ education within 6 days of a permanent exclusion being imposed.

16.2
The Director has the right to make representations to the Disciplinary Committee in connection with a permanent exclusion or a fixed term exclusion that exceeds five days or where the pupil would lose the opportunity to take a public examination.  The Director may make such representations in writing and/or in person at the Disciplinary Committee meeting. 

16.3 
The Director may make representations in three respects: firstly with regard to the procedures that have been followed with respect to the exclusion, including the procedures to be followed by the Disciplinary Committee; secondly with regard to the compatibility of the exclusion with the guidance issued by the Secretary of State; thirdly, with regard to the appropriateness of the exclusion by relating how other schools in the area have dealt with similar incidents.  The Director’s representative can also advise on alternative arrangements for the pupil to continue their education if the exclusion is upheld. In considering reinstatement the Discipline Committee can seek the Director’s views as to what support could be made available to assist with reintegrating the pupil. 

16.4
The Director must write to the parent within 3 days of being notified that the Disciplinary Committee has upheld a permanent exclusion to confirm that the parents have the right to appeal to an independent appeal panel.  A Model letter is attached

16.5
The Director must review fixed period exclusions from the PRU and consider any representations made by parents.

17.
Appeals to the Independent Appeal Panel

17.1
If the Governing Body decides to uphold the permanent exclusion, the parent (or pupil, if over 18), may appeal against the decision to an independent appeal panel constituted for the purpose in accordance with The Education (Pupil Exclusions & Appeals) (Maintained Schools)(England) Regulations 2002.  Parents must register their appeal with the Head of Legal and Member Services within 15 school days of being notified by the Disciplinary Committee that they have upheld the exclusion.  The parent or pupil (if over 18), who may be represented by a legal or other representative, Headteacher, a nominated governor, and the Director of Children and Young People’s Department or his representative have the right to appear before the panel and make oral representations.  The Head of Legal and Member Services has produced separate guidance on the proceedings of the Independent Appeal Panel.

18.
Exclusion Records

18.1
Accurate records should be kept of all exclusions. 

18.2
Details of each exclusion should be kept on the individual pupil's school record.

18.3
Details of each exclusion should be recorded in SIMS Star.  Schools should enter:

· the appropriate academic year

· the term

· category (fixed, permanent or lunchtime)

· reason - only the following codes from the new national standard list should be selected:



PP - Physical assault against pupil



PA - Physical assault against adult



VP - Verbal abuse/threatening behaviour against pupil



VA - Verbal abuse/threatening behaviour against adult



BU - Bullying



RA - Racist abuse



SM - Sexual misconduct



DA - Drug and alcohol related



DM - Damage



TH - Theft



DB - Persistent disruptive behaviour



OT - Other (to be used sparingly)

· start/end dates

· length of exclusion (including half days)

· appeals


This data will be collected automatically when the regular PULSE return is made to the Information Section.  The information will then be held in the Children and Young People’s Department’s central pupil database for analysis.


For guidance on recording pupil exclusions schools should contact their software support provider.

18.4
The Children and Young People’s Department will produce statistics on the number of pupils permanently excluded from each school at the end of each academic year.  The Department will at the beginning of each year circulate to schools information about trends in exclusions across all schools with a view to providing a context within which governing bodies and Headteachers can review practice in their own school. 

19.0
Re-integration Procedures


Reintegration interviews are mandatory following a fixed period exclusion of a primary aged pupil.

· They are also necessary following an exclusion of six or more school days for secondary pupils.


The Authority’s purpose is to ensure that children who are excluded are re-integrated into a school as soon as practically possible although for young people in Key Stage 4 it will often be more appropriate to plan for a transition to further education and/or training.  The Authority will work along with schools and behaviour support services to plan for children’s re-integration.

20.
Arrangements for Money to Follow Permanently Excluded Pupils 

20.1
The School Standards and Framework Act provides that funding should follow a pupil who is excluded permanently from school.  The money may in that financial year follow the pupil to another maintained school to which he or she may be admitted.  Alternatively it may help offset the cost of education provided by the Wirral Alternative School Programme.  The arrangements are described fully in The Financing of Maintained Schools Regulations. 

20.2
Secondary schools in Wirral have agreed that the deductions should be made in accordance with the scheme set out below:

(a) every secondary school would pay a sum of £3,000; 


(b)
schools which excluded pupils would pay a per pupil sum based upon the cost of an 11-16 pupil at the school.  The calculation would be based upon the LA budget for 11-16 year olds.

A table (Appendix 2) showing the per pupil sum for each school is sent separately to secondary school Headteachers.

20.3
For primary and special schools, the amount of money to be transferred will be calculated by reference to the AWPU plus a lump sum of £1000.  It will be equivalent to the appropriate proportion of the AWPU applicable to a mainstream pupil of the same age as the child permanently excluded. 


The proportionate share of the AWPU to transfer will be determined by the formula 



A x B



  52
where

A = amount attributable in accordance with the schools' funding formula for the age weighted pupil unit 


B = number of complete weeks in the financial year falling on or after the relevant date except when the pupil is excluded in his/her last year in school, in which case B is the number of complete weeks remaining in the school year. 

20.4
The relevant date is the date that an appeal panel decides not to direct reinstatement or if there is no appeal, on the day after the last date on which an appeal may be made or the day (if earlier) that the parent notifies the Authority that they do not intend to appeal.


The Pupil Services Section will liaise with the LMS Section unit to see that a sum calculated in accordance with this formula is transferred at the end of the financial year. 

20.5
If the pupil, following attendance at the Wirral Alternative School Programme, is subsequently admitted to another school, the Authority will pass on to that school the appropriate level of funding for the relevant financial year.  The amount in this second transfer will be calculated according to the formula 

D x (E / F) 


D is the amount by which the Authority reduce the budget share of the school from which the pupil was permanently excluded 


E is the number of complete weeks remaining in the financial year during which the pupil is a registered pupil at the admitting school; 


F is the number of complete weeks remaining in the financial year calculated from the relevant date. 


The relevant date is the date on which the pupil was admitted to the new school.
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