MODEL LETTER 10
From the Head Teacher/Principal/Teacher in Charge of an ESC notifying of the cancellation of a suspension or permanent exclusion
Dear [parent(s)/carer(s) name(s)]
Further to my letter of [date of letter giving notification of suspension/ permanent exclusion] I am writing to advise you that, on this occasion, I have decided to cancel the
EITHER

suspension of [child’s name] for a period between [insert dates of start and end of suspension]
OR

permanent exclusion of [child’s name] from the school. I have decided to cancel the [exclusion/suspension] on this occasion for the following reason(s): 

[insert reasons]
Should you wish to meet with me to discuss the circumstances that led to the exclusion being cancelled, please contact [name of contact person] who can arrange an appointment on your behalf.

The permanent exclusion having been cancelled, the Governing Board’s duty to consider reinstatement ceases, and there is no requirement to hold a meeting to consider reinstatement. [child’s name] must now be permitted to return to [name of school]. 

Any days spent out of school as a result of any exclusion prior to this cancellation will count towards the maximum of 45 school days permitted in any school year.
A copy of the DfE Suspension and Permanent Exclusions Guidance can be found here: School suspensions and permanent exclusions - GOV.UK (www.gov.uk)
Yours sincerely,
[Name]
Head Teacher/Principal
[Cc. 
Hertfordshire County Council 
Social Worker – if the pupil has one


Hertfordshire Virtual School Head – if the pupil is CLA]
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