
  

 
 

Telford & Wrekin Exclusions:     
Summary Document  

Introduction 
 

Schools can either exclude a pupil for a fixed period of time or permanently exclude them.  

Schools can additionally exclude a pupil for lunchtimes. Should parents/carers decide to take their 

child home for lunchtime this is not a formal exclusion as it is parental preference to do so. If a pupil 

is excluded for lunchtime this equates to a half day exclusion (1 session) for statistical purposes.  

All schools should have a behaviour policy in place and appropriate behaviour management 

strategies which underpin high quality teaching and learning. Disruptive behaviour can be an 

indication of unmet needs.  

Schools within Telford and Wrekin have agreed to the practices and protocols of the Fair Access 

Panel. Prior to an exclusion it would be expected that the school will have tried all other possible 

strategies to avoid an exclusion.  This would include seeking appropriate alternative provision 

through Student Engagement Programme, provision at the Pupil Referral Unit, which is accessed 

via FAP or a managed move. 

Schools need to be aware a Pupil Disciplinary Committee would normally explore the strategies 

schools have tried to avoid a permanent exclusion. An Independent Review Panel will be very 

rigorous in exploring this. 

We expect that schools will work with the Local Authority to avoid permanently excluding pupils 

from specialist provisions or pupils who are in care. In the case of specialist provisions, schools are 

asked to contact their allocated SEND Officer as soon as possible if a permanent exclusion is being 

considered. They will be asked to organise an emergency Annual Review and invite the SEND 

officer. In the case of Children in Care, (CiC), schools are asked to contact Andy Cooke or Michelle 

Salter as soon as possible if a permanent exclusion is being considered to discuss appropriate 

alternatives. (01952 385050). 

A school cannot send a pupil home for disciplinary reasons, even with the parents or carers 

consent, without formally excluding the pupil. This is an unofficial or illegal exclusion.  In particular 

this has the potential to create two issues. Firstly not recording the exclusions presents a distorted 

picture of the case at a later date and can lead to services, such as Strengthening Families,  not being 

offered as exclusions is not of the qualifying criteria. Secondly parents lose their rights of 



  

representation and appeal.  Whilst each case might not include many sessions over a term or school 

year they add up.  

Schools can consider exclusion for issues related to behaviour outside the school gates. This is a 

matter for the Headteacher and should be in accordance with the schools behaviour policy. 



  

Making the decision 
• Only the Headteacher has the power to exclude.  Heads should be aware that if they 

consult any Governors that in doing so those Governors cannot participate in the Pupil 
Disciplinary Committee Meeting. 
 

• All decisions to exclude should be lawful, rational, reasonable, fair and proportionate. 

In making the decision to exclude the Headteacher should apply the civil standard of proof, 

i.e. ‘On the balance of probabilities.’ It would be expected that Heads would be measured in 

their decisions and take time to consider all evidence, including witness statements.   

 

• If the Head is considering that it might be appropriate to permanently exclude, the advice 

we give is to make a decision to initially exclude for ‘5 days in the first instance, pending 

possible permanent exclusion’. The law does not allow for extending a fixed-period 

exclusion into a permanent exclusion. However, in exceptional cases, usually where further 

evidence has come to light, a further fixed-period exclusions may be issued to begin 

immediately after the first period ends, or a permanent exclusions may be issued to begin 

immediately after the end of the fixed period.   

 

• Excluded pupils should be encouraged and enabled to participate in all stages of the 

exclusion process. 

Writing to parents 
• On making the decision the Headteacher must immediately notify the parents of the 

decision.  They must ensure that the parents/carers are notified in writing of: 

➢ the reasons for the exclusion;  

➢ whether it is fixed term or permanent 

➢ the period of a fixed term exclusion i.e. start/end dates  and date of return to school 

➢ parents’ right to make representations about the exclusion to the governing body 

➢ how the pupil may be involved in this;  

➢ how any representations should be made;  

➢ Details of the reintegration meeting being mindful that a fixed period exclusion must not 
be extended if an interview cannot be arranged or parents/carers do not attend. 

• If the Governors are required to consider the exclusion, the parents have a right to attend 
the meeting and be represented at the meeting and may wish to bring a 
friend/representative for support. 

• The parents/carers must be given information about free and impartial advice. Sources of 
impartial advice are: 

➢ The Statutory Guidance https://www.gov.uk/government/publications/school-exclusion 

➢ Coram Children’s Legal Centre, www.childrenslegalcentre.com,  08088020008 

➢ Family Connect  01952 385385 

➢ IASS, Information, Advice and Support Service Network.  (Formally Parent Partnership)  
01952 457176 

https://www.gov.uk/government/publications/school-exclusion
http://www.childrenslegalcentre.com/


  

• The parents/carers must be informed that their child cannot be seen in a public place during 
the school day for the period of the exclusion.  

• If alternative provision is put into place parents/carers must be informed of the details of 
the alternative provision. Any who fail to comply with this duty may be issued a fixed penalty 
notice or be prosecuted. 

• If the school is considering a permanent exclusion, but has not yet made the decision, school 
is advised to exclude for ‘five days in the first instance,’ and to notify the Local Authority 
within 1 day of this decision.  

Informing Governors and the Local Authority. 
Schools must inform the governing body and the LA. Of an exclusion within 1 day if: 

➢ It is  a permanent exclusion (including where a fixed period exclusion is made 
permanent);  

➢ Where the pupil will have been excluded for more than five school days (or more 
than ten lunchtimes) in a term;  

or 

➢ Where the exclusion could result in the pupil missing a public examination or 
national curriculum test.  

• If the pupil lives in a different Local Authority then the Headteacher must inform the home 
Local Authority. 

• In the case of permanent exclusions school must forward a copy of the exclusion letter 
which has been sent to parents and the EXC1 form to the LA within 1 school day. 

Providing and monitoring work during a fixed period exclusion and 

6th day provision 
• For exclusions up to 5 days schools should provide suitable work and arrange for it to be 

marked. 

• For a fixed term exclusion of more than 5 days the school must arrange for a suitable full 
time and supervised education for the pupil.  

• For permanently excluded pupils the Local Authority will arrange provision commencing on 
the 6th day of the permanent exclusion.  

• The LA will notify the appropriate provision of the expectation of the need for 6th day 
provision and the date the 6th day provision will commence. 

• In addition to the exclusion letter and any papers presented to the Pupil Disciplinary 
committee the school must also complete the Request for Additional Support form as soon 
as possible. This includes a risk assessment which the 6th day provision requires.  

Returning from an exclusion 
• When a pupil returns to school following an exclusion the school should arrange for a 

reintegration meeting.  



  

• Schools cannot refuse to readmit a pupil if the reintegration meeting is not held nor can 
they refuse to readmit a pupil if the parents do not attend a reintegration meeting. 

Governing Bodies duties to consider an exclusion 
• There is a duty to consider parents representations about an exclusion. 

• The governing body may delegate their functions to a sub-committee of at least 3 members.  

• The governing body must consider reinstatement within 15 school days of receiving the 
notice of the exclusions if: 

➢ the exclusion is permanent;  

➢ it is a fixed period exclusion which would bring the pupil's total number of 
school days of exclusion to more than 15 days in a term; or  

➢ it would result in a pupil missing a public examination or national curriculum 
test.  

• If the pupil has been excluded for more than 5 days, but not more than 15 in a term 
parents/carers can request the governing to reconsider the reinstatement of an excluded 
pupil. If requested to then the Governing Body must reconsider within 50 school days of 
receiving notice of the exclusion.  

 

• For a fixed period which does not bring the total days of exclusion to more than 5 in a  
term the governing body must consider any representations made by parent, but it cannot 
direct reinstatement and is not required to arrange a meeting with parents. 
 

• If the exclusion would result in the pupil missing a public examination or national 
curriculum test there is a further requirement for the governing body, as far as is practically 
possible to consider the exclusion before the examination or test.   If this is not practicable 
then the Chair of Governors may consider the exclusion independently and decide whether 
or not to reinstate the pupil. These are the only circumstances where the chair can review 
an exclusion alone. In such cases parents still have the right to make representations to the 
governing body and must be made aware of this right. 
 

• The governing body should appoint an experienced clerk. The LA can provide experienced 
clerks to the committee if desired, schools should be aware that there may be a small cost 
incurred for the clerk.  

• At the Pupil Disciplinary Committee meeting the governing body must invite: 

➢ The parents 

➢ The head teacher 

➢ A representative of the LA – in the case of permanent exclusions the LA will 
attend and schools are asked to ensure that the date and time is convenient 
with the LA representative.  

• The governing body must make reasonable efforts to arrange a meeting at a time and date 
that is convenient to all parties, but within the relevant statutory timescales. In not doing so 
this could be challenged at an Independent Review. 

• Governors must not have had any involvement in the case prior to the meeting nor may they  
discuss the case with anyone prior to the meeting. 



  

The requirements on a governing body when considering the 

reinstatement of an excluded pupil  
• The Governing Body must consider the interests and circumstances of the excluded pupil, 

including the circumstances in which the pupil was excluded, and have regard to the 
interests of other pupils and people working at the school.  

 

• The governing body must also consider any representations made by:  

➢ parents;  

➢ the head teacher; and  

➢ a representative of the LA (in the case of a maintained school or PRU).  

 

• When establishing the facts in relation to an exclusion decision the governing body must 
apply the civil standard of proof; i.e. ‘on the balance of probabilities’ it is more likely than 
not that a fact is true rather than the criminal standard of ‘beyond reasonable doubt’.  

 

• In the light of their consideration, the governing body can either:  

➢ uphold an exclusion; or  

➢ direct reinstatement of the pupil immediately or on a particular date.  

 

• Where reinstatement is not practical, for example because, the pupil has already returned to 
school following the expiry of a fixed period exclusion or the parents make clear they do not 
want their child reinstated, the governing body must, still consider whether the 
Headteacher's decision to exclude the child was justified based on the evidence.  

 

• The clerk should take clear minutes of the meeting which should be made available to all 
parties upon request. 

 

• On reaching the decision whether or not to reinstate a pupil the governing body must 
consider whether the decision to exclude the pupil was lawful, reasonable and procedurally 
fair.  

 

• The outcome of the meeting should be recorded on the pupil’s record along with the 
relevant papers. Once completed a set of the minutes need to be placed in the governing 
bodies confidential minutes file. 

  



  

The governing body’s duty to notify people after their consideration 

of an exclusion  
• Following the PDC the governors must notify – the parent/carers, the Headteacher and the 

LA of their decision and the reasons for it in writing and without delay.  
The letter must also contain information about the date by which an application for a review 
must be made and who to.  

 

• The governing body must set out the reasons for their decision in sufficient detail to enable 
all parties to understand why the decision was made.  

 

• Where the governing body has upheld the decision information must be given to the 
parents/carers on relevant sources of free and impartial information. 

 

Marking the pupil on the register during the exclusion period 
• Where alternative provision has been made that meets the requirements of the pupil 

registration regulations, and the pupil attends it, an appropriate attendance code, such as 
Code B (Education Off-site) or Code D (Dual Registration), should be used.  Advice on this 
should be sought from the Attendance Support Team. (01952 385222) 

 

• Where pupils are not attending alternative provision they should be marked absent using 

Code E 

Removing the pupils name from the school register 
• The Headteacher must remove the pupils name from the school register if 15 school days 

have passed since the parents were notified of the governing bodies decision to uphold the 

decision and no application for an Independent Review Panel has been received or if the 

parents have stated in writing that they do not intend to apply for an IRP. 

 

• If an IRP is held the Headteacher must wait until the review has been determined or 

abandoned before removing a pupils’ name from the register. 

 

• When the Headteacher removes the pupils name from the school registers the date the 

pupil is removed from the register is backdated to the 6th day of the permanent exclusion. 

  

  



  

Independent Review Panel 
 

• The legal timeframe for making an application is: 
➢ Within 15 school days of being given notice of the decision to uphold a permanent 

exclusion. 
➢ Where an application has not been made within this timeframe, within 15 school 

days of the final determination of a claim of discrimination under the Equality Act 
2010 in relation to the exclusion 
 

• If parents apply within the legal time frame, the LA or the Academy Trust must, at their own 
cost, arrange for an IRP to consider the decision of the governing body not to reinstate a 
pupil. 

 

• Our IRP’ s are organised by Democratic and Legal Services. (01952 383205). Parents make 
their request to Legal and Democratic Services direct. 

 

• Any application outside this timeframe must be rejected by the Local Authority or Academy. 
 

• If parents have also made a claim of discrimination in relation to the exclusion to a SEND 
tribunal or the County Courts this should not delay an Independent Review Panel being held.  

 

• Parents can request an IRP even if they do not attend or make a case at the meeting where 
the Governing Body considered the exclusion. 
 

• The IRP should be held within in 15 school days of receiving the parent’s application for a 
review. 
 

• Following a review the IRP can decide to: 
➢ Uphold the exclusion decision 
➢ Recommend that the governing body reconsiders their decision,  

Or 
➢ Quash the decision and direct that the governing body considers the 

exclusion again. 
 

• The IRP’s decision is binding on the – pupil, parents, governing body, Headteacher, LA and 
Academy Trust. 

• The panel may only quash the decision where it considers it was flawed when considered in 
the light of the principles applicable on an application for judicial review. – there is a section 
on this in the statutory guidance (para 148 – 151.) 

• New evidence may be presented to the panel – although the school may not introduce new 
reasons for the exclusion and the panels must disregard any new reasons that are 
introduced. 

• The panel must only take account of the evidence that was available to the governing body 
at the time of making their decision. 

 
 



  

• The panel must be constituted of either 3 or 5 members representing the categories below.  
A 5 member panel must be constituted with 2 members from each of the categories of 
school governor and Headteacher. 

➢ Lay member to chair – who has not worked in a school in a paid capacity, 
disregarding experience as a school governor or volunteer. 

➢ School governors who have served as a governors for at least 12 consecutive 
months in the last 5 years, provided that they have not been teachers or 
head teachers during this time 

➢ Headteacher or individuals who have been a Headteacher within the last 5 
years. 
 

• In order to review the governing bodies decision the panel would normally hear from those 
involved in the incident or incidents that led to the exclusion. The clerk should also ascertain 
whether an alleged victim, if there is one. This can be in person or through a representative 
or by submitting a written statement. 
 

• In the cases of witnesses it is normally more appropriate for the panel to rely on written 
statements. 

 

• Where character witnesses are proposed the clerk should seek the agreement of the panel, 
but this should be allowed unless there is a good reason to refuse. 

 

• All written statements should be attributed, signed and dated unless the school has good 
reason to protect the anonymity of the witness.  The general principle remains that excluded 
pupils are entitled to know the substance behind the reason for the exclusion. 

 

• Parties attending the original hearing have the right to be represented.  
 

• In addition to witness statements the clerk should request written evidence from the school 
in order to circulate in advance of the meeting, such as policies and documents of the school 
which the governing body would have taken into account in making their decision. 

 

• Where the schools case rests largely on physical evidence where practical it should be 
retained an available to the panel.  
 

• When considering the governing bodies decision the panel will apply the following tests: 
➢ Illegality – did the Headteacher and / or the governing body act outside the 

scope of their legal powers in taking the decision to exclude. 
➢ Irrationality, - was the decision of the governing body not to reinstate the 

pupil so unreasonable that it was not one a sensible person could have 
made? 

➢  Procedural impropriety – was the process and the governing bodies 
decision so unfair or so flawed that justice was not done. 

 

• Procedural impropriety means not a simple breach of minor rules of procedure but making 
something more substantive that has a significant impact on the quality of the decision 
making process. it is a judgement for the panel to make, but includes things like failing to 
notify parents of their rights of representation, failing to take into account parents 
availability for the PDC, governing body making a decision without giving parents an 
opportunity to make representation, failing to give reasons for a decision. 
 



  

 
 
   
  
 
 

 
 

 

 

 

          

 

 

 

 

 

 

  

Decision to exclude is taken the by Head 

Head contacts parent to inform them of the decision to exclude and writes to the parents that day.  Letter 
must indicate either fixed term or permanent. 
Letter must include:    

o Reasons for exclusion 
o Fixed term or permanent 
o Period of fixed term exclusion – start and end date and date of return to school 
o That the child can not be present in a public place during school hours for the period of the exclusion without 

reasonable justification 
o Parents rights to make representation 
o How the  pupil will be involved 
o How representations should be made 
o Details of reintegration meeting 
o Sources of independent advice 

 
The Head may withdraw any permanent exclusion which has not been reviewed by Governors 
 
Possible Pex  - consider alternative provision via FAP or Student Engagement Programme 
Possible Pex for a SEND Pupil – contact LA SEND officer and arrange an emergency annual review 
Possible Pex for a CIC pupil – contact Virtual Head Michelle Salter or Andy Cooke 
 

 

 

School send a copy of letter to parents 

without delay. 

 

For exclusion of up to 5 days schools must provide and monitor work for the pupil to complete at home 

For any fixed term exclusion of more than 5 days 

school is responsible for providing a full time  

supervised education from the 6th day onwards. 

School must inform the LA and Governing body 

within 1 day if the exclusion is 

1. Permanent 

2. The pupil will have been excluded for more 

than 5 days, (or 10 lunchtimes)in a term,  

3. Where the exclusion could result in the 

pupil missing a public exam or NCT 

 

Schools must inform the LA of all fixed term 

exclusions if they have not otherwise done 

so at the end of each school term. 

Returning to school following an exclusion. 

Schools should arrange a reintegration meeting following a fixed term exclusion. 

It is unlawful to extend an exclusion for the actions of parents, i.e. not attending a reintegration meeting. 

 

For a permanent exclusion the LA is 

responsible for full time supervised provision 

on the 6th day of the permanent exclusion. 



  

 

 

 

 

 

 

 

 

  

  

The Governing Body’s duty to consider an exclusion 

The governing body has a duty to consider parents’ representations about 

an exclusion. 

The governing body may delegate their functions with respect to exclusion to a designated sub-

committee consisting of at least 3 governors. 

If a governing body is small they can draw upon governors from other schools in exceptional 

circumstances. 

 

 
The governing body MUST consider the reinstatement of an 

excluded pupil within 15 school days of receiving notice of the 

exclusion if 

➢ The exclusion is permanent 

➢ It is a fixed term exclusions which takes the pupils total 

number of school days of exclusions to more than 15 in 

one school term (n.b. a school day consists of 2 sessions, 

for a pupil on a modified timetable it would be the 

equivalent of 15 school days. 

➢ It would result in the pupil missing a public examination 

or national curriculum test) 

If parents request it the governing body must consider the reinstatement of an excluded pupil 

within 50 school days of receiving notice of the exclusion, if the pupil would be excluded from 

school for more that 5 school days, but not more that 15 in a single term. 

In the case of a fixed period of exclusion which does not bring the pupils total number of 

excluded days to more than 5 in a term the governing body must consider any representation 

made by parents, but it cannot direct reinstatement and is not required to arrange a meeting 

with parents. 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Permanent exclusions 

A decision to permanently exclude should only be taken: 

o In response to a serious breach or persistent breeches of the schools behaviour policy  
o AND 

o Where allowing the pupil to remain in the school would seriously harm the education or 
welfare of the pupil or others in the school 

 

 

School must forward a copy of the permanent exclusion letter and EXC1 form without delay to the LA. 

School to complete Request for Additional Support Form for Fair Access Panel and forward to LA. 
This includes the risk assessment required by the LA Alternative Provisions 

School to convene a Pupil Discipline Committee 

PDC to be held between the 6th and 15th school day following the date of the permanent exclusion 

PDC should consist of  
o At least 3 governors, which will include the chair of the committee. 
o A clerk should be appointed to minute the meeting 
o LA representation for all maintained schools and where parent request it in the case of 

academies 
 
The date and time should be convenient to all parties attending the meeting.  This could be 
challenged at an IRP if LA or parents were not consulted about the date and time. 
 
Governors attending the PDC should not have prior knowledge of the case or decision to 
permanently exclude. 
 

Supporting Papers for the PDC. 

Schools should circulate any written evidence and information, including a list of those who will be 

present, to all parties at least 5 school days in advance of the meeting. 

Suggested papers might include: 
o Pex letter 
o Fixed term exclusion letters 
o Witness statements, which should ideally be typed and must be made anonymous. All reference to other pupils 

should be removed and replaced with ‘child A, child B...’  
o Behaviour log 
o Evidence of support strategies used by school 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the Committee has reached its decision, the Headteacher, the parents and the LA 

representative will be invited to return to the hearing to be informed orally of this decision.   

The Clerk to the PDC should inform the parents and LA of the decision in writing within one school 

day of the hearing, stating their reasons. A copy of the letter to parents and the EXC2 form must 

be forwarded to the LA without delay.  

The Committee may not attach conditions to any direction they may give to the Headteacher to 

reinstate the pupil.    

The PDC can either  
Uphold the exclusion 

OR 
Direct reinstatement immediately or on a particular date. 

 

 

Procedures to be followed at the PDC 

 
o To receive a statement from the Headteacher of the school on the  

action(s) he/she has taken and the reason(s) for them. 
o Questions by the parents (if attending), and the LA representative to the Headteacher. 
o To receive representations from the parents, (if attending). 
o Questions by the Headteacher and the LA representative to the parents if attending 
o To receive the views of the LA from the LA representative. 
o Questions by the Headteacher and parents, (if attending) to the LA representative. 
o Summing up by the Headteacher. 
o Summing up by the parents, (if attending). 

The governors may ask questions at any stage. 

 

The Headteacher, the parents and the LA representative will withdraw from the hearing whilst the 

Committee considers its decision. 

 

LA writes to parents to inform them of the outcome of the meeting. 

Included in this letter is the Independent Review form which has to be submitted by parents within 

15 school days and returned to Democratic and Legal Services. (Address on the form)   

LA writes to the chair of the meeting and includes a copy of the letter which has been forwarded to 

parents by the LA. 

After 15 school days if parents have not written to request an Independent Review, then the pupil 

can be taken off the school roll from the 6th day following the date of the permanent exclusion. 

If parents have requested an Independent Review then the pupil must remain on roll until this 

process has been completed. The date the pupil is taken off roll will be back dated to the 6th day of 

the permanent exclusion once the process it completed. 



  

Exclusions – Frequently asked questions by schools 
 

Who can make the decision 
to exclude? 
 

Only the Head can make this decision, or the Acting Head. 
Other members of staff such as Heads of Year or Pastoral 
Leads cannot exclude, although they may provide information 
to support the Heads decision. 
 
 
 

What are the reasons a 
school can exclude. 

All exclusions must be for disciplinary reasons only. All 
schools must have a behaviour policy setting out what the 
school rules are. 
 
 
 

Is there any ‘criteria’ that 
needs to be applied when 
considering an exclusion? 
 

All decisions should be Lawful, rational, reasonable, fair and 
proportionate. 
In making the decisions, Heads should apply the civil standard 
of proof. i.e. ‘on the balance of all probabilities.’ 
 
 
 
 

Does our Chair of Governors 
need to be consulted about 
the decision to permanently 
exclude? 
 

Only the Head has the power to exclude a pupil. 
Any Governor who is consulted about the decision cannot 
take part in the Pupil Disciplinary Committee. 
 
 
 
 

What are the occasions when 
exclusion is not allowed? 

It is unlawful to exclude or extend an exclusion for a non-
disciplinary reason. For example: 

• if a child has special educational needs and the school 
say it can’t meet those needs. It should look at putting 
more or different support in place instead. 

• If a child is not doing well in school or is not as able as 
other children. A child cannot be excluded because they 
are not likely to get good exam results. 

• Because of something the parents have done. That 
might be something like making a complaint or not going 
to a meeting at school. 

• Not allowing a child back into school after a fixed period 
exclusion unless they meet particular conditions. Once 
the exclusion is ended a child must be allowed to go 
back. For example the head teacher can’t extend the 
exclusion because a child won’t admit their guilt. 

• poor attendance or failure to attend another school or 
alternative provision  

 



  

Can we exclude for 
something that has not 
happened in school 

Pupils can be excluded for behaviour outside the school, this 
may include behaviour on school visits, on the way to and 
from school and behaviour that might bring the school into 
disrepute. This would include situations where the pupil has 
been wearing their school uniform at the time or cyber – 
bullying which takes place out of school.                           

We have a pupil who is at 
risk of exclusion what can we 
do to prevent it? 
 

Where children are at risk of exclusion, schools should look at 
early intervention to address the underlying causes of poor 
behaviour.  
If the behaviour is persistent then schools need to consider 
whether a multi-agency assessment if appropriate. This may 
pick up any unidentified specials educational needs but also 
wider family issues affecting the child. 
Once you have looked at early intervention, you could 
consider presenting the case at the Fair Access Panel for 
further advice, consideration for an inclusion mentor or a 
possible place at one of the assessment and intervention 
centres. 
 

Do we have to hold a 
reintegration meeting when 
the child returns from a fixed 
term exclusion? 
 

It can be difficult for a child to return after an exclusion. 
Schools should have a strategy for reintegrating pupils. 
 
 In many cases a reintegration meeting is appropriate. It is a 
way to ensure that the school, parents and child are working 
to avoid future problems. 
We would advise that schools do, where possible, hold a 
reintegration meeting with the child and their parents. 

Can we refuse to readmit a 
pupil if the parents do not 
attend the reintegration 
meeting. 

Schools cannot exclude a child for the behaviour of their 
parents. 
 
 
 

 
We are considering whether 
a permanent exclusion is 
appropriate but have not yet 
been able to investigate 
everything fully, what do we 
need to do.  
 

It is important to demonstrate that the Head has considered 
the decision in a measured manner. 
We would therefore always advise that the best course of 
action would be to initially exclude for ‘5 days in the first 
instance.’ 
 

What can should we be 
considering before a 
permanent exclusion? 
 

Modified timetable as a short term. 
Alternative provision – Louise Bartholomew 01952 567542 
Managed move to another school. 
Presenting the case at Fair Access Panel 
 

We have a pupil with an 
EHCP. What can we do to 
prevent permanently 
excluding a pupil with an 
EHCP?  

If a pupil has an EHCP, then schools should be contacting 
their SEND officer. 
It would be expected that an Annual Review is considered 
urgently and the SEND officer invited. 
 

We have a Child In Care that 
we are intending to 
permanently exclude. Is there 

As a matter of urgency contact Jeff Mason or Andy Cooke on 
01902 385050. 
Is it better to send the child home rather than have an 
exclusion added to their pupil record. 



  

anything we can do to 
prevent doing so?  
 

 

Can we exclude a child for 
lunchtime only?  
 

Yes.   If you exclude for lunchtimes it counts as 1 sessions 
(1/2 day) for statistical purposes.  
 
 

What do we need to do on the 
day we exclude. 
 

If it is a fixed term or permanent exclusion, you need to notify 
the parents/carers as soon as possible of the decision.  
Informing parents of the decision cannot be left until the next 
day. 
You need to organise appropriate work for the pupil and 
indicate how the work is to be returned to school and marked. 
 
 If it is a permanent exclusion you must notify the LA 
immediately.  
 

 
When do we need to organise 
a Pupil Disciplinary 
Committee? 
 

• If the exclusion is permanent. 

• If it is fixed term and it will take the pupils total number 
of schools days lost due to exclusion over 15 in one 
term. 

• If it would result in the pupil missing a public 
examination. 

• If the exclusions in the term total between 5.5 and 15 
days and the parent requests it.  

 

What information do we need 
to provide for a Pupil 
Disciplinary Committee? 
 

We would suggest you provide as appropriate to the case: 
A copy of all witness statements. – Ensure that you have 
redacted all the names of other pupils in these statements. 
A copy of all recent fixed tem exclusion letters. 
A summary statement by the Head about the rationale for the 
exclusion. 
Evidence of the interventions that have been tried. 
Reference to a CAF/ TAC. – It is not appropriate to include the 
actual documents as these cannot be shared without consent. 
Pupil’s attendance record. 
 

When do we circulate the 
papers for the Pupil 
Disciplinary Committee 

Governors, parents and the LA must have received the 
papers at least 5 working days before the meeting. 
Not doing so could be challenged at an Independent Review 
Panel. 

Who needs to attend a Pupil 
Disciplinary Committee 
 
 

3 Governors 
Head  
SEND officer if it is a pupil with an EHCP. 
LA Exclusions officer  
Parents 
 
Any witnesses may be invited to attend or you may present 
their statements. 
The child may attend 
 
Please make sure that the date is convenient to all parties. 
This could be an issue if the case goes to an Independent 
Review Panel. 



  

 

Can the parents bring a 
friend to the Pupil 
Disciplinary Committee 

Yes they can bring a friend or representative. 

What should happen at the 
Pupil Disciplinary Meeting? 

The governors should not discuss the exclusion outside the 
meeting. That means that they shouldn’t have a private 
meeting with the head teacher about it without parents 
present. 

A typical order of proceedings might be: 

• the chair introduces everyone and explains what will 
happen 

• the head gives the school’s case for excluding the child 
• the parent puts their case 
• opportunities for all parties to ask questions 
• summing up by the head and the parents 

The parents and the head will then leave, as the governors 
must make the decision on their own. A clerk may stay with 
them to help by referring to notes of the meeting. 

 

What do the governors need 
to consider in making their 
decision  

When they make their decision, governors must: 

• consider the interests and circumstances of the 
excluded pupil 

• have regard to the interests of other pupils and people 
working at the school. 

They will look at the facts on the balance of probabilities and 
consider whether the head’s decision was lawful, reasonable 
and procedurally fair. 

 

What decisions can the Pupil 
Disciplinary Committee take? 

For exclusions of less than 5 school days the Governors can 
uphold the exclusion or note their findings on the child’s 
school record - they cannot reinstate.  

For exclusions over 5 school days they can uphold the 
exclusion or reinstate your child. 

For permanent exclusions the governors may either 

• uphold the exclusion or 
• direct reinstatement immediately or on a particular date 

 

Who can clerk the Pupil 
Disciplinary Committee 

We advise that whoever clerks the meeting is conversant with 
the law around exclusions as they remain with the governors 
through-out. 

There are experienced clerks within the school governance 
clerk’s team if you wish to use them. 

 



  

Can we send a pupil home 
without excluding them?  

Sometimes schools may ask parents to keep their child at 
home without excluding them. This is often considered to be 
doing the parent and child a favour by not making it official.  

This is not lawful, even if the parents agree to it. If the head 
teacher does not want a child in school for disciplinary 
reasons they must go through the formal exclusions process. 

Be aware that children should not be asked to stay at home 
because the school can't provide for their special educational 
needs. If this happens, it would amount to an unlawful 
unofficial exclusion.  

We have a pupil who is at 
risk of exclusion what can we 
do to prevent it? 
 

Where children are at risk of exclusion, schools should look at 
early intervention to address the underlying causes of poor 
behaviour.  
If the behaviour is persistent then schools need to consider 
whether multi-agency assessment if appropriate. This may 
pick up any unidentified specials educational needs but also 
wider family issues affecting the child. 
Once you have looked at early intervention, you could 
consider presenting the case at the Fair Access Panel for 
further advice, consideration for an inclusion mentor or a 
possible place at one of the assessment and intervention 
centres. 
 

 


