APPENDIX 2

SAMPLE EXCLUSION LETTER
GUIDANCE FORMAT FOR SCHOOLS

Dear Parent/Carer

NAME OF PUPIL – DATE OF BIRTH
I write to inform you that I have today excluded your child …………………………. from …………………….. school for a period of …….. days with effect from ………………. date to …………. date – both dates inclusive.

The decision to exclude has been taken on the following ground that:-

Choose A or B

A

The Education Authority consider that in all circumstances to allow ………… continued attendance at this school is likely to be seriously detrimental to order and discipline in this school, or the educational wellbeing of the pupils there.

B

The Education Authority is of the opinion that as the parent of ………… you refuse or fail to comply, or allow the pupil to comply, with the rules, regulations or disciplinary requirements of the school.

The decision to exclude has been taken for the following reasons:-

………. details relating to the incidents/circumstances leading to exclusion, including reference to other actions taken previously in managing the behaviour of this particular pupil ………
I write to advise you that I shall be available to discuss with you the decision to exclude …….. name of pupil at ………… time on ………..date within ……………..school and I should be obliged if you would confirm that you wish to take up this offer and that ………… will attend.  I attach for your information, a leaflet explaining the management of exclusion of pupils by the school and the Education Authority.   If you wish to discuss this matter further, before the date specified, I would be obliged if you could contact the school to ascertain whether a mutually convenient day and time may be arranged. 

I must advise you that you have the right to refer the decision to exclude your child to an Appeal Committee set up and maintained under The Education (Scotland) Act 1980 and that if you wish to lodge an appeal, this should be sent to the Area Education Manager …………. Appropriate Area Education Office address.
A copy of this letter will be held in your child’s progress record.   This letter comprises the only reference to the exclusion which will be retained within the progress record. 

Decisions on any appeal, including the decision of an Appeal Committee not to annul the exclusion will be included in your child’s progress record.   If the decision to exclude is annulled, no reference to exclusion in the pupil record will be disclosed.

Yours sincerely

Headteacher

cc 
Area Education Manager
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