
Model letter 5: From the clerk of the governing body (of a primary, secondary or special school) to parent upholding a permanent exclusion.

Dear [parent’s name], 
The meeting of the governing body at [school] on [date] considered the decision by [head teacher] to permanently exclude your son/daughter [name of pupil]. After carefully considering the representations made and all of the available evidence, the governing body has decided to uphold [name of pupil]'s permanent exclusion.
The reasons for the governing body’s decision are as follows: [set out reasons for the decision in sufficient detail to enable all parties to understand why the decision was made and how they arrived at that decision].
You have the right to request for a review of this decision by an Independent Review Panel. If you would like to request a review, please notify [provide details of who to contact in your school/Academy Trust] in writing. You must set out the grounds on which the request for a review is being made and send this to [named contact for IRP] by no later than [date — the 15th school day after receipt of this letter]. Please note that requests received after [date] will be rejected. If you have a disability or special educational needs that would affect your ability to attend the meeting, please advise the [named contact]. It would also be helpful to advise if you require an interpreter to be present.
Where appropriate, your request should include a reference to how your child’s Special Educational Needs (SEN) are considered to be relevant to the permanent exclusion. You have a right to request the attendance of a Special Educational Needs expert at the review, regardless of whether the school recognises that your child has SEN. The SEN expert’s role is to provide impartial advice to the panel about how SEN could be relevant to the exclusion and does not include making an assessment of your child’s special educational needs. There is no cost to yourself for this service but you must make it clear that you wish for an SEN expert to be appointed when you make your request for a review. You may (at your own expense) appoint someone to make written and/or oral representation to the panel or bring a friend to the review.
Your review will be heard by an Independent Review Panel. The panel will comprise of one serving (or recently retired within the last five years) head teacher, one serving (or recently served) school governor, who has served as a governor for at least 12 consecutive months, and one lay member, who will be the Chairperson. The review panel will rehear all the facts of the case. If you have fresh evidence to present to the panel, you may do so. The panel must meet no later than the 15th school day after the date on which the review request is lodged. In exceptional circumstances, panels may adjourn the hearing until a later date.
Following its review, the panel can decide to:
· Uphold your child's permanent exclusion;

· Recommend that the governing body reconsiders their decision;
· Or quash the decision and direct that the governing body considers the permanent exclusion again.
In order to assist you to make an informed decision on whether, and if so, how to seek a review, please see the information below. In addition, if you think the permanent exclusion relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal and/or make a claim to the to the First-tier Tribunal (Special Educational Needs and Disability). The address to which appeals should be sent is SENDIST, Mowden Hall, Staindrop Road, Darlington DL3 9BG.
The following sources of information are available to you:
The Department for Education statutory suspension and permanent exclusion guidance can be found at https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1162401/Suspension_and_permanent_exclusion_guidance_May_2023.pdf
You may also find it useful to contact Child Law Advice Centre, part of the Coram Group (an independent national advice centre) on 0300 330 5485 (Monday-Friday, 8am-6pm). Further information can be found at https://childlawadvice.org.uk/
You may wish to contact the Attendance and Children Missing Education Team for Coventry Local Authority on (024) 7697 5434 or the SENDIASS (Special Educational Needs Information and Advice Service) for parents on (024) 7669 4307, who can provide advice.
The arrangements currently being made for [pupil's name]'s education will continue.
Yours Sincerely,
[Name]

Clerk to the Governing Body
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