Model letter 4A
Permanent exclusion – report to parents and details of governing body meeting

Dear (parent/carer)

With reference to the letter from the head teacher dated (date), as clerk to the governing body’s discipline committee I am now sending you a report complied by the Headteacher.  This contains more information about the circumstances that led to your child’s permanent exclusion.  The Headteacher will present his/her report to the meeting of the governing body at (time) on (date) at (location).  The report includes details of the headteacher’s investigation and relevant previous warnings, fixed-term exclusions and strategies already attempted by the school.

The purpose of this meeting is for the governing body’s discipline committee/management committee/Academy Trust to decide whether or not to uphold the permanent exclusion.  The committee will consider any representations made by you or your representative and the Headteacher, including the enclosed report.  The discipline committee may confirm the permanent exclusion or reinstate (child’s name) to the school.  A representative from the Local Authority will also be invited to attend the meeting (Maintained schools only).  
(If the school is an Academy) you may ask for the Local Authority representative to be present as an observer.  They will not be invited unless you request their presence and they can only make representations if the governing body agrees.
You have the right to attend this meeting to make representations.  You may either present your comments in person and/or submit written comments for consideration.  Written comments should be sent to the school, for the attention of the clerk to the governing body, and should be received at least two school days before the date of the meeting. The meeting is extremely important and you should make every effort to attend.  You may also bring a friend or advisor to support or represent you.  (Child’s name) is also entitled to attend the meeting. 

Please confirm whether or not you will be able to attend this meeting.  If you are unable to attend the meeting it may be possible for the governing body to arrange another date, although it is in your son/daughter’s best interests for the meeting to be held promptly as the committee is required by law to consider the exclusion within specified time limits.  Please advise if you have a disability or special needs which would affect your ability to attend this meeting.  Also, please inform (contact) if it would be helpful for you to have an interpreter present at the meeting.
If you would like further information with regard to the exclusion process you can contact Kimberley Dyson, Inclusion Officer on 01484 456838 and/or and/or Kirklees Information, Advice and Support Special Educational Needs (KIAS) on 01484 225422 kias@kirklees.gov.uk. You can also contact the Children’s Legal Centre on 0808 8020 008 or at www.childrenslegalcentre.com.

Yours sincerely 

[name] 

Clerk to the Governing Body 
Enc:
Headteacher’s report for meeting of the Governing Body’s Discipline Committee
