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Exclusions Toolkit
Operational guidance supporting the Suspension and Permanent Exclusion Policy
	Owner
	Governance and Central Team

	Status
	Operational – not subject to committee approval
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This toolkit supports the Trust’s Suspension and Permanent Exclusion Policy. It contains the working documents used by Headteachers, Clerks and the governance team. It is maintained by the governance team and can be updated without re-approving the policy. Where this toolkit and the policy differ, the policy takes precedence.
1. Statutory timescales at a glance
	Trigger
	Requirement
	Timescale

	Decision to suspend or permanently exclude
	Inform parents in person or by telephone, then in writing
	Without delay

	Decision to suspend or permanently exclude
	Notify the local authority on its required forms, with a copy of the parent letter
	At the point the decision is taken

	Decision to permanently exclude
	Notify the Trust at governance@bcwcat.co.uk
	Same day

	Pupil of compulsory school age suspended or excluded
	Notify parents of the public place duty for the first five school days
	By the end of the afternoon session on day one

	Alternative provision arranged
	Provide address, session times and reporting arrangements to parents
	No later than 48 hours before provision starts

	Suspension of more than five school days
	Academy arranges suitable full-time education
	From the sixth school day

	Permanent exclusion
	Local authority arranges suitable full-time education
	From the sixth school day

	Permanent exclusion, or suspension totalling more than 15 school days in a term, or missing an examination
	Consider and decide on reinstatement
	Within 15 school days of notice

	Suspension totalling more than five but not more than 15 school days in a term, where representations are made
	Consider and decide on reinstatement
	Within 50 school days of notice

	Decision not to reinstate a permanently excluded pupil
	Parents may apply for an independent review panel
	Within 15 school days of written notice

	Independent review panel recommends reconsideration or quashes the decision
	Decision reconsidered
	Within 10 school days

	Off-site direction
	Written notice to parents and, where relevant, the local authority
	No later than two school days before the placement begins

	Off-site direction review meeting
	Written invitation issued
	At least six days before the meeting

	Off-site direction review meeting
	Written decision on continuation issued
	No later than six days after the meeting

	Request for an off-site direction review
	Meeting held unless one has been held in the previous ten weeks
	As soon as reasonably practicable

	Removal from the admission register after permanent exclusion
	Return made to the local authority
	No later than the date of removal

	Pupil registered at a new school
	Common Transfer File sent to the new school
	Within 15 school days of the pupil ceasing to be registered

	Request from the Secretary of State for exclusion data
	Provide information on the previous 12 months
	Within 14 days





2. Clerk’s checklist
For a suspension, the Clerk to the Academy Council convenes and clerks the meeting. For a permanent exclusion, the governance team convenes the meeting and the Trust appoints a Clerk to the panel.
Before the meeting
· For a permanent exclusion, confirm the Trust has been notified and that the meeting is being convened centrally
· Confirm the statutory basis for the meeting and the deadline that applies
· Confirm the constitution of the panel and that no member has a connection that might raise doubts about impartiality
· Issue invitations to the parents, the pupil where appropriate, the Headteacher, any social worker and the Virtual School Head (issued centrally where the exclusion is permanent)
· Confirm whether a remote meeting has been requested and whether the conditions can be met
· Confirm whether the parents have asked for a local authority representative to be invited
· Circulate the papers to all parties at the same time, including any witness statements and arrangements for viewing CCTV
At the meeting
· Record attendance, apologies and the order in which representations are made
· Ensure each party has the opportunity to be heard and to respond to the evidence
· Remain present while the panel deliberates and reaches its decision
· Record the decision, the reasons and the evidence considered
After the meeting
· Issue the written decision without delay to all parties listed in section 12 of the policy
· Where a permanent exclusion is upheld, include all of the independent review information required by section 12
· Place the outcome and the relevant papers on the pupil’s educational record
· Retain the full record in case of an application for an independent review


3. Model letter – notification of suspension
Dear [Parent or carer name]
Re: [Pupil name] – notification of suspension
I am writing to confirm my decision to suspend [pupil name] from [academy name]. This decision has been taken in accordance with the academy’s Behaviour Policy and the Trust’s Suspension and Permanent Exclusion Policy, having regard to the Department for Education’s statutory guidance on suspension and permanent exclusion.
The suspension will begin on [date] at [time] and will end on [date]. [Pupil name] should return to the academy on [date] at [time]. This suspension is for [number] school day(s). [Where relevant: This brings [pupil name]’s total number of school days suspended to [number] this term and [number] this academic year.]
Reason for the suspension
The reason for this suspension is: [brief factual summary of the incident or behaviour, including the date, the location, the relevant breach of the behaviour policy and the key evidence relied upon].
In reaching this decision I considered the evidence available to me, including [staff account / pupil account / witness statements / CCTV / other evidence]. I also considered [pupil name]’s age, understanding and views, their previous conduct, any relevant special educational needs, disability, safeguarding or mental health needs, any contributing factors, and whether reasonable adjustments or further support were required.
Education during the suspension
During the suspension we will take reasonable steps to set and mark appropriate work. The arrangements are: [details of the work, how it will be accessed or collected, the named contact, and how completed work should be returned].
For the school days covered by this suspension you are responsible for making sure that [pupil name] is not in a public place during school hours without good reason. The relevant dates are [dates]. You could be fined or prosecuted if they are.
[Where the suspension is for more than five school days: From the sixth school day, the academy will arrange suitable full-time education. The details are: [provider, address, start date, session times, contact and travel arrangements].]
Your right to make representations
You have the right to make your views known about this suspension to the Academy Council. They will be considered in accordance with the statutory procedure that applies to this case. Please send anything in writing to [clerk or governance contact name and email address] by [date and time]. You can ask for any meeting to be held online; please tell [name] if you wish to do so. If a meeting is required, you will be contacted separately with the arrangements.
Return and reintegration
[Pupil name] should return to the academy on [date] at [time]. A reintegration meeting has been arranged for [date] at [time] with [name and role]. The purpose of the meeting is to support [pupil name]’s return, agree the support needed, and confirm how the academy’s behaviour expectations can be met.
If you have any questions about this letter or the reintegration meeting, please contact [name and role] on [telephone or email].
Yours sincerely
[Name]
Headteacher
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