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This document was adopted at the Governing Body meeting on 23 June 2009.
This document is subject to annual review in June 2010.
We are a fully inclusive school and will work hard to include all learners.  In the unfortunate event that is necessary to exclude a pupil we will follow County guidelines and procedures for excluding the pupil.

INFORMING PARENTS ABOUT THE EXCLUSION
1. The Headteacher should follow the procedures set out in law and in this statutory guidance which are designed to ensure fairness and openness in the handling of exclusions.  Following this guidance will also reduce the chance of any successful legal challenge to the exclusion at a later stage.

2. All exclusion cases should be treated in the strictest confidence.  Only those who need to know the details of an exclusion should be informed of them.

3. In exceptional cases – usually where further evidence has come to light – a fixed period exclusion may be extended, or converted to a permanent exclusion.  In such cases the Headteacher must write again to the parents explaining the reasons for the change.  The Headteacher may withdraw an exclusion that has not yet been reviewed by the governing body.

4. Whenever a Headteacher excludes a pupil, the parent (or pupil if aged 18) must be notified immediately, ideally by telephone followed up by a letter.  When the parent must be notified in writing depends on when the pupil is excluded:

· Where the pupil is excluded at the end of the afternoon session and the exclusion takes effect from the next school day, notice must be given before the start of that date;
· Where the pupil is excluded in the morning session and the exclusion takes effect from that afternoon, notice must be given before the start of the afternoon session;
· Where the pupil is excluded in the afternoon session and the exclusion takes effect that afternoon, the notice must be given by the end of the afternoon session.

Notices must be writing and must state:

· For a fixed period exclusion, the precise period of the exclusion;
· For a permanent exclusion, the fact that it is a permanent exclusion;
· The reasons for the exclusion;
· The parent’s right to make representations about the exclusion to the governing body and how the pupil may be involved in this;
· The person whom the parent should contact if they wish to make such representations (this will usually be the Clerk to the Governors);
· 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 and that the parent may be prosecuted, or may be given a fixed penalty notice, they do not do so;
· The arrangements made by the school/Pupil Referral Unit (PRU) 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;
· 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 (the teacher in charge of a PRU should liaise with the Local Authority (LA) about this, as the LA has the duty to provide education from the sixth day of exclusion); separate notification of these details can be sent later if more time is needed by the school or LA to make arrangements; in the case of a fixed period 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 relevant local authority, the Headteacher should advise the parents in writing and confirm to the local authority that these details have been passed on;
· 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 Magistrates’ 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 five 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.
5. Letters should also mention:
· 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);
· The parent’s right to see and have a copy of his or her child’s school record upon written request to the school;
· In the case of a fixed period exclusion, the date and time when the pupil should return to school/PRU (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);
· If the exclusion is permanent, the date it takes effect and any relevant previous history;
· The name and telephone number of an officer of the LA who can provide advice;
· The telephone number for the Advisory Centre for Education (ACE) exclusions information line – 020 7704 9822, their website address: www.ace-ed.org.uk, and the fact that a text ‘AskACE’ can be sent to 68808.  ACE is a long established independent national charity providing advice to parents.

INFORMING THE GOVERNING BODY AND THE LOCAL AUTHORITY
6. Within one school day the Headteacher must inform the governing body and the LA of:

· Permanent exclusions;
· Exclusions which would result in the pupil being excluded for more than five school days (or more than 10 lunchtimes) in any one term;
· Exclusions which would result in the pupil missing a public examination.
7. For a permanent exclusion, if the pupil lives outside the LA in which the school is located, the Headteacher must also advise the home LA of the exclusion, so that they can make arrangements for the pupil’s full-time education from and including the sixth school day of exclusion.  It is essential that the home LA is speedily and fully informed of the details of the exclusion so that they are in a good position to ensure that appropriate provision is in place within the statutory time limits.  A database of exclusions officers in England and their e-mail addresses can be found at www.teachernet.gov.uk/wholeschool/behaviour/exclusion.

8. For schools/PRUs with three terms in a school year, fixed period exclusions totalling five or fewer school days, or 10 or fewer lunchtimes or half days, in any one term must be reported for monitoring purposes to the governing body and LA once a term.  The school should also at the same time report this information in respect of any previous terms, if it has not already done so.
9. Detailed exclusion reports should be sent to the LA and the governing body.  Reports should include the following:

· The pupil’s name;
· The length of the exclusion;
· The reason for the exclusion;
· The pupil’s age, gender and ethnicity;
· Whether the pupil has a statement of Special Educational Needs, is being assessed for such a statement, or is on School Action or School Action Plus;
· Whether the pupil is looked after as defined in section 22 of the Children Act 1989;
· For fixed period exclusions of compulsory school age, where the exclusion is for more than five school days, what alternative provision has been put in place for the pupil.
MARKING ATTENDANCE REGISTERS FOLLOWING EXCLUSION
10. Where pupils are excluded for a fixed period and no alternative provision is made before the sixth day of exclusion for them to continue their education, they should be marked absent in the attendance register using Code E.  Where alternative provision is made, and it meets the requirements of the pupil registration regulations and pupils attend it, they should be marked using the appropriate attendance code, such as Code B (Education Off-site) or Code D (Dual Registration).
11. Pupils who are permanently excluded must not be deleted from either the admission register or the attendance register until the appeal process has been completed.  If no alternative provision is made before the sixth day of exclusion for them to continue their education whilst excluded but still on the school roll, they should be marked absent in the attendance register using Code E.  Where alternative provision is made, and it meets the requirements of the pupil registration regulations, they should be marked using the appropriate attendance code, such as Code B (Education Off-site) or Code D (Dual registration).  Further information on the attendance codes and pupil registration regulations is available on the Department for Children, Schools and Families (DCFS) website at www.dcsf.gov.uk/schoolattendance.
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