From the Headteacher of a primary, secondary or special school notifying the parents/carers of the pupil’s permanent exclusion. This is a QUICK READ version of the letter for parents/carers who may find it difficult to access the full version.  It should be sent in ADDITION to the full version

[Address]


Date ……
This letter is for: [parent names]
This letter has been written to make it easier to access.  A full version of the letter has also been provided.  If you have any questions, please call [school contact] who can talk this through with you. 
I am sorry to tell you that [pupil name] is being permanently excluded from school from [insert date]. This means s/he cannot come back to this school unless the Governing Board says s/he can. This decision was not easy. 
[Pupil name] has been excluded because [give detailed reasons for the sanction].
For the first 5 school days [pupil name] must not be in a public place during school hours unless there is a good reason. If s/he is, you could be fined or taken to court. 
[Pupil name]’s learning will continue. For the first five days, [outline education provided]. Please help him/her to complete this work. If you cannot access it, please contact [school contact]. From 6th February, the Local Authority will arrange full-time education for him/her. You will be told more by letter or phone. 
Because this is a permanent exclusion, the Governing Board must meet to review the decision by Date. You can go to this meeting and ask for [pupil name] to return to school if you wish. 
The meeting can be in person or online. If you want an online meeting, please tell the school within 3 school days. 
You can bring a friend or helper to the meeting. 
The clerk to the Governing Board will contact you. They will tell you the date, time, and place of the meeting. Please also tell them if you need extra help to attend or if you need an interpreter. [Pupil name] may attend the meeting if suitable.
 If you think this decision was made because of discrimination, you can make a legal claim. This must be done within six months. 
You can also get help and advice from: 
Hampshire Inclusion Support Service 
Email: Exclusion.queries@hants.gov.uk 
Phone: 0370 7790123 
Coram Children’s Legal Centre 
Phone: 020 7713 0089 
SENDIASS 
IPSEA (for children with special educational needs) 
More information is also on the government website about school exclusions. 

Yours sincerely 
[Headteacher]
