MODEL LETTER 4
From the Clerk of the Governors’ Disciplinary Committee inviting parents to a meeting of the Governors’ Disciplinary Committee in respect of a suspension
Dear [parent(s)/carer(s) name(s)]
I am writing to advise you that the meeting of the Governors’ Disciplinary Committee to review the Head Teacher’s decision to suspend [child’s name] from school during the period [start date and end date of the period of suspension] will take place at [place] on [date] at [time].
If you would like to attend the meeting of the Governors’ Disciplinary Committee, please contact [enter “me” or the name of contact] at [contact details – address, telephone number, e-mail] as soon as possible. You will have the opportunity to make verbal or written representations to the panel. [Child’s name] may attend the hearing with you. You (or an excluded pupil if they are 18 years or older) have a right to be accompanied by a friend or representative, including a legal representative, if you wish. This will be at your own cost. If you intend to be accompanied, please let [enter “me” or the name of contact] know.  Please advise if you have a disability or any special needs which would affect your ability to attend or participate in a meeting at the school. Also, please inform [enter “me” or the name of contact] if it would be helpful for you to have an interpreter present. [As [child’s name] has a social worker, the social worker has also been invited to attend the meeting.] [As [child’s name] is a Child Looked After, the Head of the Hertfordshire Virtual School has also been invited to attend the meeting.]
You can request for the Governors’ Disciplinary Committee meeting to be held via the use of remote access. However, this will only be granted in rare instances where there is a legitimate reason why a face-to-face meeting would not be suitable or where access to the meeting would otherwise be impeded and where the panel is satisfied that the meeting can be fairly and transparently held. You should contact [name of clerk/contact] if this is something you wish to request.
You (or an excluded pupil if they are 18 years or older) have a right to request that a representative of the Local Authority be present at the hearing, in which case you should let [enter “me” or the name of contact] know. The Local Authority’s position will be one of neutrality where the representative in attendance would not give his/her view on the merits of the particular suspension, however, the LA will, where appropriate draw the attention of the panel to issues where there is a lack of clarity or where more information may be needed or where guidance appears not to have been adhered to. In essence, the LA representative will aim to act as an impartial third party, providing objective and dispassionate representations to assist the process.
At the meeting the Chair will explain the order of proceedings and a copy is enclosed with this letter for your information.  

If you (or an excluded pupil if they are 18 years or older) have a right wish to make a written representation this should be forwarded to me at the above address at least five school days before the meeting, i.e., by [insert date] so that it may be circulated in advance to the members of the Committee and to all parties including the Head Teacher.

The committee will consider the representations made by all parties and decide whether to uphold the suspension or to direct [child’s name]’s reinstatement, either immediately or by a particular date. 

If the Governors’ Disciplinary Committee cannot direct reinstatement due to the period of suspension having expired and [child’s name] having already returned to school, they will place a copy of their findings on [child’s name] school record. 

You may find it useful to contact a source of free and impartial information, including:

· The Department’s Guidance for parents and carers on behaviour, suspension and permanent exclusion, which can be found here https://www.gov.uk/government/publications/school-exclusions-guide-for-parents
· Every local area has a SENDIAS service who provide information, advice and support to children and young people with SEND, including on exclusions. Every exclusion letter should include details of the local service which can also be found here https://councilfordisabledchildren.org.uk/about-us-0/networks/information-advice-and-support-services-network 

· Coram’s Child Law Advice service can be found through their website https://childlawadvice.org.uk/information-pages/school-exclusion/ 
or contacted on 0300 330 5485 from Monday to Friday, 8am – 6pm. 

· Independent Provider of Special Education Advice (known as IPSEA – www.ipsea.org.uk) is a registered charity. It offers free and independent information, advice, and support to help get the right education for children and young people with all kinds of special educational needs (SEN) and disabilities. 

You may also wish to refer to relevant sources of information about suspensions.  The guidance from the Department for Education, entitled “Suspension and Permanent Exclusion from maintained schools, academies and pupil referral units in England, including pupil movement” is available at 
School suspensions and permanent exclusions - GOV.UK (www.gov.uk)
Further guidance from the Local Authority is available at https://thegrid.org.uk/admissions-attendance-travel-to-school/exclusions 
As stated above, I would be grateful if you would let me know if you will be attending the meeting and if so, whether you will be accompanied.

Yours sincerely,
[Name]

Clerk to the Governors’ Discipline Committee

[Cc. 
Hertfordshire County Council 
Social Worker – if the pupil has one


Hertfordshire Virtual School Head – if the pupil is CLA]
Formal suspension hearing – order of proceedings
Suspension hearings follow a formal procedure as follows:
1. The Head Teacher, the parent(s)/carer(s) and the suspended pupil and/or their representatives (if present), the suspended child (if present) and a representative of the Local Authority (if present) and are invited into the meeting room by the Clerk and enter the room together.
2. Introduction and brief explanation of procedures by the Chair of the Governors’ Disciplinary Committee/Management Committee.

3. The Head Teacher presents his/her reasons for the suspension and calls such witnesses as he/she considers appropriate*.

4. The Head Teacher and his/her witnesses are questioned by the parent(s)/carer(s), or the suspended pupil if over 18 years of age, or their representatives, and by the Committee.

5. A representative of the Local Authority (if present) may make oral representations.

6. The parent(s)/carer(s), or the suspended pupil if 18 years of age or over, and/or their representatives, may make representations to the Governors’ Disciplinary Committee/Management Committee.  Unless there are strong reasons to refuse, the Chair of the Governors’ Disciplinary Committee/Management Committee should allow the suspended pupil to make a statement if he/she wishes.  The suspended pupil should not be questioned unless he/she is over 18 years of age.  Any witnesses who are pupils at the school may only appear voluntarily and with their parents’ consent.

7. The parent(s)/carer(s), or the suspended pupil if 18 years of age or over, and/or their representatives and/or any witnesses may be questioned by the Governors and the Head Teacher.

8. Summing up by the Head Teacher.

9. Summing up by the parent(s)/carer(s), or the suspended pupil if over 18 years of age.

At the end of the hearing all parties, except the members of the Governors’ Disciplinary Committee/Management Committee and the clerk, withdraw before the committee considers its decision.  

The Clerk will notify the parent(s)/carer(s), or the suspended pupil if 18 years of age or over, of the committee’s decision in writing within one school day and send copies to the Head Teacher and the Inclusion Team Manager of the Local Authority.

*Witnesses may remain in the room after giving their evidence or leave after any questions have been asked of him/her but should not be present before giving their evidence.
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