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St Richard Gwyn Catholic High School 
PUPIL DISCIPLINE POLICY 

Pupil Behaviour Policy  
  
At St Richard Gwyn Catholic High School we aim to provide a caring, challenging, 
happy and secure environment. We are committed to the pastoral care of pupils 
which recognises the value of each individual and fosters a respect and care for 
others and their property. We seek to mirror the threefold ministry of Christ-affirming, 
strengthening and healing as we concern ourselves with the individual needs of 
unique persons.  
  
Our aim is to establish and maintain the school as an orderly community within which 
the presence of Christ is evident to all and where individuals are valued and treated 
with the proper respect for Christ who lives within each individual. Pupils are 
expected to exercise self-discipline, sensible behaviour and courtesy to others within 
a limited framework of rules and procedures. Our policy is underpinned by good 
relationships and a positive ethos which requires the promotion and practice of 
positive behaviour by all members of the school community.  
  
It should be remembered that the planning of the curriculum and the quality of its 
content have important influences on pupil behaviour. We should seek to promote 
positive behaviour amongst pupils by giving praise for good work, effort, honesty, 
helpfulness and other positive attributes. Exceptional effort or attainment by a pupil 
or pupils can be referred to in Assemblies and / or a letter of commendation can be 
sent home.  
  
Where sanctions are necessary, they should reflect a sense of justice and 
forgiveness which emanates from a commitment to the Gospel. Blanket 
punishments, humiliations and sarcasm are totally unacceptable. It should also be 
emphasised that it is the initial responsibility of the class teacher to deal with 
inappropriate or unacceptable behaviour.  Where referral is necessary, see summary 
of problems and responsibilities. 
  
Sanctions  
  

 Rebuke by teacher.  
 Break / lunchtime or after school detention.  

 Loss of privilege, e.g. miss school visit.  

 Referral to Learning Coach or Director of Learning: pupils may be placed on 
report and/or a Personal Behaviour Plan.  

 Parents may be contacted by a pastoral team member, the Deputy 
Headteacher or Headteacher. 
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 In serious cases the Headteacher may exclude for a fixed period of time or 
permanently.  

 A permanent exclusion will be considered when the Personal Behaviour Plan 
has failed to achieve a change of behaviour and/or there is a serious concern 
about the safety of others.  

 
Exclusions  
 
1 Background and Introduction  
 
The document is based on advice from the most recent Welsh Assembly 
Government guidance on pupil exclusion – Circular 081/2012 Exclusion from 
Schools and Pupil Referral Units issued in September 2012. This Circular is 
available on the Welsh Assembly website http://www.learning.wales.gov.uk/  
 
The guidance is based on the first set of Welsh regulations governing exclusions and  
appeals for maintained schools and PRUs which came into force on 9 January, 
2004, replacing provisions previously contained in the School Standards and 
Framework Act 1998. In summary, the main changes to the guidance and 
procedures are as follows:  

 Introduction of the right for all pupils aged 11 or above to appeal against 
exclusion  

 Introduction of the right for all excluded pupils’ views to be heard at the 
Governing Body’s Pupil Discipline Committee and Independent Appeal Panel 
hearings  

 Removal of the automatic requirement for discipline committees to meet for  
exclusions of between 6 and 15 days  

 Changes in constitution of independent appeal panels.  

 Introduction of a third option for appeal panels to decide to overturn an 
exclusion but not to reinstate the pupil to the original school (to be used in 
exceptional circumstances)  

 Introduction of a condition that exclusions cannot be overturned solely on the 
basis of a failure to comply with any procedural requirement  

 Changes in arrangements for money to follow excluded pupils  

 Changes in arrangements for providing full-time education to excluded pupils.  
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2 Use of Exclusion  
 
A decision to exclude a child permanently is a serious one and should only be taken: 

 in response to serious breaches of the school’s behaviour policy;  
and/or  

 if allowing the pupil to remain in school would seriously harm the education or 
welfare of the pupil or others in the school. 
 

It will usually be the final step in a process for dealing with disciplinary offences 
following a wide range of other strategies, which have been tried without success. It 
is an acknowledgement by the school that it has exhausted all available strategies 
for dealing with the child and should normally be used as a last resort.  
 
There will, however be exceptional circumstances where, in the Headteacher’s 
judgement, it is appropriate to permanently exclude a child for a first or one-off 
offence. These might include:  
a) serious actual or threatened violence against another pupil or a member of staff  
b) sexual abuse or assault  
c) supplying an illegal drug  
d) use or threatened use of an offensive weapon  
 
Where the Headteacher may need to exclude, these guidance notes are intended to 
help avoid additional stress arising from avoidable difficulties. If the school follow this 
guidance it can be confident that our actions are legally sound. However the advice 
to the school is that this guidance is not exhaustive and judgments may well have to 
take into account of the circumstances of the individual case. If such a situation 
should arise, the Headteacher will contact the LA Representative for clarification and 
guidance.  
 
3 Types of Exclusion  
 
3.1 Definition of Exclusion 
 
Exclusion is the means by which a Headteacher and the Governing Body of an LA  
maintained school can withdraw the right of a pupil to attend the school, whether for 
a fixed period, or, permanently on disciplinary grounds.  
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3.2 Permanent Exclusion  
 
Permanent exclusion means the expulsion of a pupil from a maintained school on  
disciplinary grounds. It should be the final step in the process of dealing with 
disciplinary issues, and, only after careful reflection. Permanent exclusions should be 
used only for very serious breaches of a school's behaviour policy and not for minor 
incidents.  
 
In permanently excluding a pupil, the Headteacher must be able to demonstrate that 
the behaviour leading to the exclusion has been sufficiently serious to warrant the 
permanent exclusion, or, if allowing the pupil to remain in school would seriously 
harm his/her education, or the education and welfare of others in the school.  
 
3.3 Fixed term Exclusion  
 
The regulations allow head teachers to exclude a pupil for one or more fixed-periods 
not exceeding 45 school days in any one school year. However, individual 
exclusions should be for the shortest time necessary, bearing in mind that exclusions 
of more than a day or two make it more difficult for the pupil to reintegrate into the 
school. Inspection evidence suggests that one to three days is often long enough to 
secure the benefits of exclusion without adverse educational consequences. 
Exclusions may not be given for an unspecified period, for example until a meeting 
can be arranged. Such a practice amounts to an indefinite exclusion, for which no 
legal arrangements exist.  
 
3.4 Drug-Related Exclusions  
 
In making a decision on whether or not to exclude for a drug-related offence the  
Headteacher will have regard to the school’s published procedure on substance 
misuse.  The decision, however, will also depend on the precise circumstances of 
the case and the evidence available. In some cases fixed-period exclusion may be 
more appropriate than permanent exclusion.  
 
In all cases, we would seek advice from outside agencies including North Wales 
Police for advice and guidance.  Students affected will be supported by school staff 
and specialist staff from Flintshire Drugs and Alcohol Team. 
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3.5 Behaviour Outside School  
 
Pupils’ behaviour outside school on school business, for example on school trips, 
away school sports fixtures or a work experience placement is subject to the school’s 
pupil discipline and behaviour policy. Bad behaviour in these circumstances would 
be dealt with as if it had taken place in school. For behaviour outside school, but not 
on school business, the Headteacher may exclude a pupil if there is a clear link 
between that behaviour and maintaining good behaviour and discipline among the 
pupil body as a whole. This will be a matter of judgement for the Headteacher. 
Pupils’ behaviour in the immediate vicinity of the school or on a journey to or from 
school can, for example, is grounds for exclusion.  
 
School staff will be mindful of the fact that they are not empowered to use measures 
"beyond their normal common law powers as citizens" when intervening in incidents 
in public places involving pupils (for example, on public transport).  
 
3.6 Making the Decision to Exclude  
 
Only the Headteacher can exclude a pupil. If they are absent from school, then the 
most senior teacher may exercise the power of exclusion, though they should make 
clear that they are acting in the Headeacher’s absence. The Headteacher or teacher 
in charge cannot routinely, or on an ad hoc basis, delegate the power to exclude to 
another teacher.  
 
3.7 Factors to Consider Prior to an Exclusion  
 
The Headteacher should not act in the heat of the moment but should: 
 

• ensure that an appropriate investigation has been carried out;  
• consider all the evidence available to support the allegations, taking account 

of the school's behaviour and equal opportunities policies, and, where 
applicable, the Race Relations Act 1976 (as amended) and the Disability 
Discrimination Act 1995 (as amended);  

• allow the pupil to give his or her version of events;  
• check whether the incident may have been provoked, for example by bullying 

or by racial or sexual harassment;  
• if necessary consult others, but not anyone who may later have a role in 

reviewing the Headteacher’s decision,  
 

If satisfied that, on the balance of probabilities, i.e. it is more likely than not that the  



 

St Richard Gwyn Catholic High School 
PUPIL DISCIPLINE POLICY 

pupil did what he or she is alleged to have done, the Headteacher may exclude the 
pupil.  
 
 
3.8 When an Exclusion is not Appropriate  
 
Exclusion should not be used for:  
 

• minor incidents such as failure to do homework  
• poor academic performance  
• lateness or truancy  
• pregnancy  
• breaches of school uniform rules or rules on appearance (including jewellery 

and hairstyle), except where these are persistent and in open defiance of 
such rules and where all other avenues for resolving the uniform dispute have 
been exhausted;  

• punishing pupils for the behaviour of their parents, for example where parents 
refuse or are unable to attend a meeting  
 

3.9 Alternatives to Exclusion  
 
Generally, before making a decision to exclude, a range of alternative strategies 
should have been tried. These may include:  
 

• The use of Pastoral Support Programme  
• Using a restorative justice process  
• Internal exclusion (also referred to as internal seclusion)  
• A managed move to another school. Headteachers are advised to discuss this 

option with representatives from the LA.  
 
3.10 “Voluntary” Withdrawals  
 
Influencing or encouraging parents to "voluntarily" withdraw their child from school as 
a way of dealing with difficult or challenging behaviour is not an appropriate 
response.   
 
Heavy pressure put on parents to withdraw their child, particularly to withdraw a child 
permanently, denies the child an education, as it is unlikely that a new school place 
can be arranged quickly. In the case of pupils encouraged to leave school towards 
the end of Year 11, it can mean that they become ‘lost’ to the work and training 
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environment and increases their risk of becoming socially excluded.  
 
"Voluntary" withdrawals deny the pupil and the parent the safeguards of access to 
the exclusion and appeals procedures to which they are entitled. A Headteacher who 
considers a pupil's behaviour sufficiently difficult to warrant exclusion, either for a 
fixed period or permanently, should use the procedures described in this guidance.  
 
4 Exclusion of ‘At Risk’ and Vulnerable Pupils  
 
4.1 Definition  
 
National Assembly Circular 3/99 identifies a number of at risk groups. These include  
pupils with special educational needs, disabled pupils, ethnic minorities, and those in  
public care. Pupils in these categories are also among some of the most vulnerable 
in society, identified as having irregular attendance, poor discipline, emotional 
instability and learning difficulties. Historically, and statistically, such pupils suffer 
high levels of permanent exclusion.  
 
4.2 Pupils with Special Educational Needs  
 
Other than in the most exceptional circumstances, we would endeavour to avoid 
permanently excluding pupils with statements of special educational needs. We 
would also make every effort to avoid excluding pupils who are being supported at 
School Action or School Action Plus under the Special Educational Needs Code of 
Practice, including those at School Action Plus who are being assessed for a 
statement.  
 
We try every practicable means to maintain the pupil in school, including  
seeking LA and other professional advice and support at School Action Plus, or, 
where appropriate, asking the LA to consider carrying out a statutory assessment. 
For a pupil with a statement, where this process has been exhausted, the school 
should liaise with their LA about initiating a formal review of the pupil’s statement.  
 
4.3 Disabled pupils  
 
Schools now have a legal duty under the Disability Discrimination Act 1995 (as 
amended) not to discriminate against pupils with a recognised disability by excluding 
them from school. The definition under the 1995 Act is very wide and covers pupils 
with physical, sensory, intellectual or mental impairments.  
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This means that schools must ensure that reasonable steps are taken to ensure that 
pupils with a disability are not placed at a substantial disadvantage compared to their 
non-disabled peers.   The Disability Rights Commission (DRC) has published a Code 
of Practice in relation to exclusions.  
 
Schools are strongly advised to familiarise themselves with the Code of Practice, 
which is available on the website at http://www.drc-gb.org/. 
 
Appeals against permanent exclusion of a disabled pupil, or where a disabled pupil 
has been placed at a substantial disadvantage by the exclusion procedures will be 
heard by the Independent Appeals Panel. Fixed exclusion cases resulting from 
disability discrimination will be heard by the SEN Tribunal. Since many disabled 
pupils will also have special educational needs, schools need to consider carefully 
what action is taken against such pupils.  
 
4.4 Ethnic Minority Pupils  
 
In considering whether to exclude, the Headteacher would have regard for the Race  
Relations Act (1976) and its Amendment (2000). The Act places a general duty on 
schools to promote racial equality. The School will therefore need to monitor the 
impact of their policies and practices on pupils from different racial groups and to 
consider whether an incident was racially provoked. The School will ensure that they 
do not treat pupils from some racial groups more harshly than others and should 
assess whether policies that lead to sanctions such as exclusion, have a 
disproportionately adverse impact on pupils from particular racial groups. If adverse 
impact is identified and this cannot be justified, then the policy should be revised.  
 
 
4.5 Looked After Children  
 
Children looked after by local authorities are especially at risk of low attainment in 
school.  We endeavour to be especially sensitive to exclusion issues where looked 
after children are concerned. We would try every practicable means to maintain the 
child in school and would seek LA and other professional advice as appropriate. The 
social services for children department would in all cases be involved at the earliest 
opportunity in working with the school to avoid the need to exclude the pupil.  
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5 Procedures for Excluding a Pupil: Role of Headteacher  
 
5.1 Informing the Relevant Person  
 
Whenever a Headteacher excludes a pupil the ‘relevant person’ (see definition in 
Box 1) should be notified immediately, ideally by telephone or any other reasonable 
method, followed by a letter.  
 
 
Box 1  
 
The ‘relevant person’, as defined in the regulations*, means:  
 

• the parent if the pupil is of compulsory school age and was aged 11 or above 
on the day before the beginning of the school year in which he or she was 
excluded  

• the pupil if aged over compulsory school age (normally 16)  
 

*The Education (Pupil Exclusions and Appeals) (Maintained Schools) (Wales) 
Regulations 2003  
 
 
 
Under the regulations, notification of an exclusion will be sent to the parents where 
the pupil is of compulsory school age but aged 11 and over and to the pupil alone 
where he or she is above compulsory school age.  
Letters of notification of exclusion must state:  
 

• for a fixed-period exclusion - the precise dates and period of the exclusion  
• for a permanent exclusion - the fact that it is a permanent exclusion  
• the reasons for the exclusion  
• the parent and pupil's right to make representations about the exclusion to the  

Discipline Committee  
• the person whom the parent and / or pupil should contact if they wish to make 

such representations (normally the Clerk to the Discipline Committee).  
 
Letters should also confirm:  
 

• the latest date by which the Discipline Committee must meet to consider the 
circumstances in which the pupil was excluded (except where the exclusion is 
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for fewer than six 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 the pupil’s educational record 
upon written request to the school as outlined in the Education  

 
(Pupil Records) (Wales) Regulations 2001;  
 

• in the case of a fixed-period exclusion, the date and time when the pupil 
should return to school;  

• if the exclusion is permanent, the date it takes effect and any relevant 
previous history; the arrangements made for enabling the pupil to continue his 
or her education, 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 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 
helpline — 020 7704 9822. ACE is a long established independent national 
charity providing advice to parents.  

 
 
 
Please see examples of Exclusion Letters  
Model Letter 1 Parent, Fixed Term less than 6 days  

 
Model Letter 2 Notifying parent of a fixed-period exclusion of six to 15 days, or 

where cumulative exclusions in the same term fall within this 
range, or where a public examination is missed 

Model Letter 3 From the Headteacher notifying parent of a fixed-period 
exclusion of 16 days or more, or where cumulative exclusions in 
the same term are 16 days or more 

Model Letter 4 From the Headteacher notifying parent of a permanent exclusion  
 

 
 
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.  
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5.2 Informing the LA and Discipline Committee  
 
The following exclusions must be reported to the LA and Governing Body Discipline  
Committee.  
 

• all permanent exclusions which will be considered by the Reintegration Panel  
• exclusions which will result in a pupil missing a public examination  
• fixed exclusions of more than 5 school days in any one term. 

 
Fixed period exclusions of 5 days or less than 5 school days, in any one term should 
be reported to the LA as soon as possible.  
 
5.3 The Exclusion Report 
  
Exclusion reports must include:  
 

• the pupil's name, age, gender and ethnicity  
• whether the pupil has a statement of SEN, is being assessed for such a 

statement, or is on School Action or School Action Plus  
• whether the pupil is in Local Authority care  
• the length of the exclusion  
• the reason for the exclusion  

 
In the case of a looked after child from another local authority area, the "home" 
social services department should be informed.  
 
6 The Pupil Discipline Committee  
 
6.1 Responsibilities of the Discipline Committee  
 
The responsibilities of the Pupil Discipline Committee are as follows: 
 

• for fixed-term exclusions totalling five school days or less in any one term, 
consider any representations from the parent and pupil. However, they cannot 
direct reinstatement but can put a record of their considerations on the pupil’s 
educational record. It will be for individual governing bodies to determine how 
they will consider ‘representations’.  

• for fixed term exclusions totalling more than five but not more than 15 school 
days in any one term, convene a meeting between the sixth and the 50th 
school day after receiving notification of the exclusion, if the parent and/or 
pupil requests a meeting. There is no requirement for the meeting to be 
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held if representations are not received. The Committee may direct 
reinstatement.  

• for permanent exclusions are those fixed term exclusions totalling more than 
15 school days in any one term, convene a meeting, convene a meeting 
between the 6th and the 15th school day after receiving notification of the 
exclusion. Should there be further fixed term exclusions within the term, the 
Committee must meet to consider further exclusions.  

• where a pupil is to miss a public examination, the meeting should held prior to 
the date on which the pupil is due to take the examination  

• the parent and/or pupil, Headteacher and Pupil Services representative must 
be invited to the meeting.  

• to ensure that all written statements are circulated to all parties (including the 
parent and/or pupil) in advance of the meeting  

• to offer the opportunity for the views of the excluded pupil to be considered at 
the meeting, irrespective of their age.  

• to allow the parent and/or pupil to be accompanied by a friend or legal 
representative  

 
6.2 Procedure at the Discipline Committee  
 
The Pupil Discipline Committee must decide whether to:  
 

• uphold the decision of the Headteacher to exclude the pupil  
or  

• direct reinstatement 
 

In reaching their decision the Committee should consider:  
 

• representations by the parent, the pupil and Pupil Services representative  
• whether the Headteacher has complied with the exclusion procedure and has 

had regard to the Assembly’s guidance   
• appropriate school policies, including the school's published pupil discipline 

and behaviour policy, anti-bullying policy, special educational needs policy, 
and equality policy.  
 

Where the Pupil Discipline Committee decides that the pupil should be reinstated 
they should then decide if reinstatement is practical. 
 
In the case of permanent exclusion, the Discipline Committee should normally satisfy 
itself that all other strategies to improve a pupil's behaviour have been tried and have 
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not been successful. Particular consideration should be given to the use of Pastoral 
Support Programmes.  
 
If the Discipline Committee decides to confirm a Headteacher's decision to exclude 
for more than fifteen school days, it should be satisfied that there are suitable 
arrangements for the pupil to continue their education while away from school.  
 
6.3 After the Pupil Discipline Committee Meeting  
 
The responsibilities of the Pupil Discipline Committee after the meeting are as 
follows:  

• the Clerk must inform the parent, the Headteacher and Pupil Services of the 
decision within that school day. 

• where the Headteacher is directed to reinstate the pupil the Committee cannot 
attach any conditions to the direction.  

• where the Committee decides to uphold the decision of the Headteacher to 
permanently exclude a pupil, the letter to the parent and /or pupil should also 
include the following: 
 the reason for the decision  
 their right of appeal to an independent appeal panel  
 the date by which any appeal should be lodged, ie 15 school days after the 

notification of the decision.  
 that any appeal should set out the grounds on which the appeal is based  

 
7 Independent Appeal Panels  
 
7.1 Timing of the Hearing  
 
Where the parent and/or pupil lodges an appeal against the Pupil Discipline 
Committee’s decision to uphold the permanent exclusion, the Independent Appeal 
Panel must meet no later than the 15th school day after the appeal was lodged.  
 
7.2 Composition of Independent Appeal Panels  
 
In Flintshire responsibility for the constitution of Independent Appeal Panel and the  
appointment of a clerk to the panels rest with the Director of Legal Services. All 
panels will constitute either 3 or 5 members as shown in Box 2 below: 
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Box 2  
  
 
 
 
 
 
 
          
 
 
 
Lay Person will be the Chair. A ‘lay person’ is someone without personal experience 
in the management of a school or the provision of education, other than in a 
voluntary capacity or as a school governor. The lay member should have the 
necessary skills and qualities to chair the panel effectively.  
 
Education Practitioner. Headteacher or other person currently working in education 
management.  
 
School Governor. The governor must have served for 12 consecutive months within 
the last 6 years and have not been a Headteacher or teacher during the last 5 years. 
  
Whenever possible panel members considering exclusions from either the primary,  
secondary or special sectors should have experience of that phase of education.  
 
The following persons are disqualified from serving as a member of an appeal panel: 

 any member of the authority or of the Governing Body of the school in 
question 

 teachers of the school in question or any person who has held that position 
within the last 5 years,  

 any person employed by the authority, other than as a teacher, any person 
who has had, at any time, any connection with the authority or person 
employed by the authority (other than as a teacher) that might reasonably be 
taken to raise doubts about their ability to act impartially 

 any person who has had, at any time, any connection or association with the 
pupil in question that might reasonably be taken to raise doubts about their 
ability to act impartially.  

 
 
 

Lay Person Chair 

Educational Practitioner 
 
1 for 3 member panels 
2 for 5 member panels 

School Governor 
 
1 for 3 member panels 
2 for 5 member panels 
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7.3 In advance of the hearing  
 
The LA takes reasonable steps to find out when the parent and / or pupil and others 
entitled to attend the hearing would be available in order to ensure that all parties are 
able to attend.  Appeals must be heard in private. Appeal hearings should never be 
held at the excluding school.  
 
The following are entitled to attend a hearing and present their case, either in  
writing or orally:  
• the parent and pupil,  
• the Headteacher  
• a nominated governor  
• a nominated LA officer  
• all the above parties, as well as the Governing Body, may be represented by a  
legal or other representative  
 
An excluded pupil of any age has the right for their view to be heard in an 
independent appeal panel, which may be in person, in writing or other practical form. 
The panel cannot compel witnesses to attend the hearing.  
 
Where pupils of compulsory school age are not accompanied by their parents, the 
LA should endeavour to obtain the services of an advocate to speak on behalf of the 
pupil.  The Clerk should remind the parent and / or pupil of his or her right to be 
accompanied by a friend or represented at the hearing by a legal representative or 
advocate.  
 
The Clerk must give all parties details of those attending and their role, and notify 
them of the order of hearing. All parties should keep the others informed, through the 
Clerk to the panel, of who will attend and what witnesses (if any) will be called.  
 
The Clerk should circulate all written evidence to all parties 5 working days before 
the hearing. This must include the statement of decision by the Discipline Committee 
and the notice of appeal from the parent and / or pupil which gives the grounds for 
the appeal.  
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7.4 Conduct of the appeal hearing  
 
It is for the appeal panel to decide how to conduct the proceedings, which should be 
reasonably informal so that all parties can present their case effectively.  
 
In opening the appeal hearing it is helpful for the Chair to outline the procedure to be 
followed and to explain to all parties that the panel is independent from both the 
school and the LA. The panel needs to have regard to legislation and to National 
Assembly for Wales guidance in its conduct and in reaching its decision. 
Following introductions, the Clerk should explain the order in which the parties 
entitled to be heard will state their case (as previously notified to them) and that 
there will be an opportunity for questioning by the other parties after each 
presentation.  
 
7.5 Evidence and witnesses  
 
Where the school's case rests largely or solely on physical evidence, and where the 
facts are in dispute, then the physical evidence, if practicable, should be retained 
and be available to the panel. Where there are difficulties in retaining physical 
evidence, photographs or signed witness statements are acceptable.   
 
All parties may put forward new relevant evidence about the event that led to the 
exclusion, including evidence that that was not available to the Headteacher or the  
Discipline Committee. However the school may not introduce new reasons for the 
exclusion.  
 
To reach a decision, the panel will generally need to hear from those directly or 
indirectly involved. The Governing Body may wish to call witnesses who saw the 
incident that gave rise to the exclusion. These may include any alleged victims or 
any teacher, other than the Headteacher, who investigated the incident and 
interviewed pupils.  
 
Where adult witnesses are unwilling to appear in person or are unavailable, the 
panel must rely on their written statements, copies of which will have been circulated 
to all parties by the Clerk before the hearing. If any witnesses are going to appear in 
person, all parties need to know the details in advance of the day of the hearing.  
 
In the case of witnesses who are pupils of the school, it will normally be more 
appropriate for the panel to rely on written statements. Pupils may appear as 
witnesses if they do so voluntarily and with their parent’s permission.  
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All written witness statements must be attributed and signed, unless the school has 
good reason to wish to protect the anonymity of pupils. The general principle 
remains that an accused person is entitled to know the substance and the source of 
the accusation. The panel must consider what weight to attach to written statements, 
whether made by adults or pupils, as against oral evidence. They should bear in 
mind that a written statement may not encompass all the relevant issues and that the 
author cannot be questioned.  
 
The calling of character witnesses is at the discretion of the panel but should be 
allowed unless there is good reason to refuse.  
 
 
7.6 Reaching a Decision  
 
In considering an appeal, the Panel should decide, on the balance of probabilities 
whether the pupil did what he or she is alleged to have done. In other words, it is 
more likely than not that the pupil did what is alleged.  
 
The panel should consider the basis of the Headteacher's decision and the 
procedures followed, having regard to the following:  
 

 Whether the Headteacher and Discipline Committee complied with the law 
and had regard to Welsh Assembly guidance on exclusion. Particularly 
important areas to consider are whether an appropriate Pastoral Support 
Programme had been put in place or whether the educational provision 
specified in a statement of Special Educational Needs had been provided.  

 The school's published behaviour policy, equal opportunities policy, anti-
bullying policy, special educational needs policy, and race equality policy, or 
any other relevant policy  

 The fairness of the exclusion in relation to the treatment of any other pupils 
involved in the same incident  
 

7.7 The Decision  
 
The appeal panel’s decision shall be based on a majority agreement with a second 
or casting vote held by the Chair. An appeal panel may:  

• uphold the decision to exclude;  
• overturn the decision to exclude and direct reinstatement;  
• decide that because of exceptional circumstances or other reasons it is not  

practical to give a direction requiring reinstatement, but that it would otherwise 
have been appropriate to give such a direction.  
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There may also be exceptional cases where the panel considers that the permanent 
exclusion should not have taken place, but that reinstatement in the excluding school 
is not a practical way forward in the best interests of all concerned. This could 
include situations where there has been an irretrievable breakdown in relations 
between pupil and teachers; between the parents and the school; or between the 
pupil and other pupils involved in the exclusion or appeal process. Balancing the 
interests of the pupil and the whole school community may suggest that 
reinstatement would not be the most sensible outcome in such cases. In considering 
whether such exceptional circumstances exist the panel should consider 
representations from the governors, the Headteacher, the parent and the pupil.  
 
In any case where the panel decide that reinstatement would have been justified but 
is not practical, they should indicate this in their decision letter and give details of the 
circumstances that made them decide not to direct reinstatement. Such a letter 
should be added to the pupil's school record for future reference.  
 
8 The Reintegration of Permanently Excluded Pupils 
 
8.1 Introduction  
 
The local authority has an important lead role in establishing flexible, creative 
strategies that meet the individual needs of pupils permanently excluded from 
school. Reintegration into the mainstream setting should be considered and 
encouraged wherever at all possible. Excluded pupils should only be educated 
outside mainstream schools where there are significant problems that are better 
addressed in a different environment.  
 
In accordance with Welsh Assembly guidelines the LA has developed a protocol with 
the secondary schools is to ensure the timely reintegration of permanently excluded 
pupils into full time education, in accordance with. The LA (Pupil Services Unit), the 
Behaviour Support Service and secondary schools are key players in this process. In 
addition other agencies such as Social Services, YOT, and Education Welfare etc. 
will have a significant role in individual cases.  
 
Full time appropriate education after 15 days remains the goal, but it is recognised 
that some pupils may need to be phased into full time education. Reintegration into 
mainstream schools should be encouraged wherever possible. Excluded pupils 
should only be educated outside mainstream schools in exceptional circumstances 
and where there are significant problems that are better addressed in a different 
environment.  



 

St Richard Gwyn Catholic High School 
PUPIL DISCIPLINE POLICY 

 
Assessment and Planning should take place once the Pupil Discipline Committee 
has upheld the permanent exclusion, with the excluding school providing full details 
of the pupil. The LA’s multi-agency panel (the Reintegration Panel) will consider the 
needs of each excluded pupil, and draw up an individual reintegration plan to which 
all parties, including the pupil and parents, agree.  
 
For many excluded pupils the best course of action is for them to rejoin a 
mainstream school within a matter of days or weeks. The LA hopes that quick 
reintegration will be facilitated by this protocol. However there is no ‘one size fits all’ 
solution and individual reintegration packages will include: 

• Full time attendance at mainstream school  
• Part time attendance at mainstream school 

plus any of the following:  
 PRU  

 FE College  

 Individual and home tuition  
 Work Placement  

 Voluntary Organisations  
 

8.2 Principal Features of the Protocol 
  

 The protocol will be transparent and provide equity between schools.  

 Schools to ‘accept’ excluded pupils on a rota basis.  
 That exceeding the ‘Standard Number’ is not a valid reason for non-

acceptance of a permanently excluded pupil.  

 The Reintegration Panel will determine an individual reintegration package for 
each permanently excluded pupil.  

 The LA to co-ordinate the process and provide regular feedback to all 
schools.  

 
8.3 The Reintegration Panel  
 
8.3.1 Composition  
 
The Reintegration Panel will comprise the following membership:  

 Inclusion Services Manager 
 Pupil Services Manager 

 Principal Educational Psychologist 

 Other Agency Representative (depending on individual pupil),  
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 Representative from ‘receiving’ school,  

 Representative from ‘excluding’ school  

 Parent and pupil  
 
 
8.3.2 Duties  
 
The Reintegration Panel will: 

 Meet as soon as possible after the Pupil Discipline Committee has upheld the 
‘exclusion’.   

 Receive information from the excluding school in a prescribed format. 
 Determine any level of induction/counselling/support in individual cases.  

 Agree a reintegration strategy appropriate to each individual case, which may 
be immediate full time attendance at mainstream school.  

 Determine the extent of Behaviour Support Service BSS support.  
 Discuss and agree this strategy with the parent/pupil.  
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SUMMARY OF PROBLEMS AND RESPONSIBILITIES 

 
Problem Pupil Responsibility Home Responsibility School Responsibility Disciplinary Steps 

Absence which is 
unauthorised/truanting from 
lessons 

1. Come to school every 
day and stay within the 
school boundaries. 

2. Attend all lessons 
punctually. 

3. Never encourage 
trespassers by talking 
to strangers. 

1. Make sure the child 
always comes to 
school and explain the 
necessity to stay within 
the school boundaries. 

2. Contact school if in 
doubt. 

3. Encourage positive 
attitudes towards 
personal safety and 
discipline. 
 

1. Keep accurate 
attendance records for 
all school sessions. 

2. Report unexplained 
absences from lessons 
to reception 
immediately. 

3. Create a caring 
atmosphere in the 
school. 

4. Be vigilant. 
5. Inform parents if there 

are any worries or 
suspicions. 

6. Take safeguarding 
action as appropriate. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Informal talk with 
Director of Learning. 

2. Detention issued where 
absence note is not 
produced. 

3. Parents contacted. 
4. Inclusion Welfare 

Officer involved. 
5. Legal action may 

follow. 
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Problem Pupil Responsibility Home Responsibility School Responsibility Disciplinary Steps 
Academic : non-submission 
of, or frequently late, or 
unsatisfactory work. 
 

1. Keep a record of dates 
and details of set tasks 
in your planner. 

2. Bring planner to EACH 
lesson. 

3. Be ATTENTIVE in 
class. 

4. Organise your time 
effectively. 

5. Be “Ready to learn” in 
all lessons. 

1. Please check student 
planners regularly. 

2. Stress importance of 
homework to future 
examination success. 

3. Be supportive by 
providing peaceful area 
to work. 

4. Contact Director of 
Learning if there are 
difficulties. 

The school will: 
1. Provide clear work 

guidelines – details and 
dates. 

2. Keep accurate records 
of work submitted and 
use the Behaviour 
referral system on 
SIMS to record any 
concerns. 

3. Monitor pupils work 
and develop 
interventions based on 
concerns that arise. 

4. Bear in mind the 
demands of the whole 
curriculum and 
individual needs. 

5. Set individual action 
plans where necessary. 

6. Reward good work via 
the Achievement Points 
system. 

1. Departmental sanctions 
from Learning Coach 
and Curriculum Leader. 

2. Parents contacted. 
3. Break, lunch or after 

school detentions. 
4. Intervention by 

Learning 
Coach/Director of 
Learning as 
appropriate. 

5. Formal interview with, 
Key stage manager, 
Headteacher, Deputy 
Headteacher. 

Attendance, Punctuality and 
Academic Review 

1. Come to school on time 
every day and 
Academic Review and 
lessons punctually. 

1. Encourage full school 
attendance. 

2. Help your child get up 
on time. 

3. Contact the school by 
telephone the first day 
your son/daughter is 
absent from school. 

4. Provide absence notes 
and proof of medical 

1. Keep accurate 
attendance records for 
all school sessions. 

2. Monitor pupil 
attendance and 
lateness. 

3. Contact home when 
necessary. 

4. Praise and reward 
good attendance. 

1. Informal talk with 
Director of Learning. 

2. Director of learning 
liaise with IWO 

3. Meeting with parents. 
4. Break, lunch or after 

school detentions for 
not supplying absence 
notes 

5. Fixed Penalty Notice 
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appointments. issued as appropriate. 

Problem Pupil Responsibility Home Responsibility School Responsibility Disciplinary Steps 
Bullying : Examples of this 
include physical and verbal 
abuse 

1. Be sensitive to the 
rights and feelings of 
others. 

2. Use self-discipline. 
3. Ask yourself why you 

are being so nasty. 
4. Do not under any 

circumstance, bring 
weapons into school. 

1. Contact the Director of 
Learning at once if you 
suspect your child is a 
victim, or acting like a 
bully. 

2. Assist your child to 
discover different ways 
of expressing feelings. 

3. Do not encourage 
aggression. 
 

1. Develop assertive 
attitudes in pupils so 
that they respect 
themselves and others. 

2. Ensure that all pupils 
know how to report 
bullying and who to ask 
for help. 

3. Be vigilant and act on 
any incidents of 
bullying that are 
witnessed or reported. 

4. Make a record of all 
incidents using the 
Behavioural referral 
system in SIMS an 
demonstrate that this 
issue is taken 
seriously. 

5. Pay particular attention 
to any identity based 
bullying and report to 
FCC as required. 

6. Escalate incidents to 
Director of Learning , 
Key stage manager 
where additional 
intervention is deemed 
necessary due to the 
seriousness of the 
incident or the 
frequency of events. 

1. Informal talk with 
Director of Learning. 

2. Contact parents.   
3. Hold a meeting with 

interested parties. 
4. Bullying can result in a 

range of sanctions 
including break and 
lunchtime or after 
school detentions and 
or fixed term or 
permanent exclusion.  
The severity of the 
sanction will depend on 
the individual case. 
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7. Provide appropriate 
support for the victim 
and perpetrator. This 
may involve liaising 
with outside agencies. 

Problem Pupil Responsibility Home Responsibility School Responsibility Disciplinary Steps 
Defiance of Authority : 
Examples include being rude, 
insolent, or using offensive 
language 

1. Be polite, whatever you 
may feel. 

2. Do not swear. 
3. Do your best to avoid 

confrontations. 
4. Treat all members of 

he school community 
with respect. 

5. Follow the code of 
conduct and school 
rules. 

1. Support school staff in 
helping to develop self-
discipline and a sense 
of respect for authority. 

2. Refuse to accept bad 
language at home, and 
help avoid 
confrontations. 

1. Always act as good 
role models. 

2. Be consistent in how 
rules and sanctions are 
applied whilst bearing 
in mind individual 
circumstances. 

3. Apply sanctions as 
appropriate. 

4. Record any incidents of 
defiance in SIMS. 

5. Escalate serious 
incidents to Directors of 
Learning as 
appropriate. 

6. Try to avoid 
confrontations. 

7. Maintain an orderly 
learning environment. 

8. Use praise and 
encouragement. 

9. Monitor individual 
pupils displaying a 
pattern of difficulties 
and intervene as 
appropriate. 

10. Liaise with outside 
agencies to support for 

1. Informal talk with 
Director of Learning or 
subject Tutor. 

2. Parents contacted.  
3. Intervention by Director 

of Learning. 
4.  Conference with a 

panel of senior staff 
and/or Governors. 

5. Detention. 
6. Apology where 

appropriate. 
7. Possible temporary or 

permanent exclusion. 
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individual pupils. 
Problem Pupil Responsibility Home Responsibility School Responsibility Disciplinary Steps 

Disorderly conduct on the 
Buses – examples include 
smoking, using bad language, 
fighting or the throwing of 
objects 

1. Remember other 
people’s safety as well 
as your own. 

2. Be well mannered and 
use common sense. 

3. Never drop litter. 
4. Always sit in the 

designated seats and 
wear your seatbelt. 

5. Cooperate with the 
driver and prefects on 
the bus. 

6. Carry your bus pass at 
all times. 

1. Support the school by 
emphasising the need 
for good behaviour. 

1. Always be consistent 
and vigilant. 

2. Insist on good 
behaviour on all 
journeys to and from 
school. 

3. Liaise with bus 
companies, school 
transport and parents 
regarding any 
concerns. 

4. Respond appropriately 
to any concerns or 
incidents. 

5.  

1. Informal talk with 
Director of 
Learning/Transport 
Manager. 

2. Parents contacted.   
3. Exclusion from 

travelling on the school 
buses. 

4. Exclusion from school. 
 
 
 
 
 

Disruption of lessons (this is 
considered vital in creating an 
environment for teaching and 
learning) 

1. Remember your own 
rights and the rights of 
others to as good an 
education as possible. 

2. Remember the 
teacher’s rights. 

3. Use self-discipline. 
4. Learn to listen and act 

on guidance. 

1. Support school staff by 
helping pupils develop 
a sense of respect for 
authority and for 
others. 

2. Encourage self-
discipline and listening 
skills. 

1. Plan structured 
activities which match 
pupils’ individual needs 
as far as possible. 

2. Act as good role 
models. 

3. Use a variety of 
teaching techniques. 

4. Reward good 
behaviour. 

1. Verbal warning.  
Sanctions by the class 
teacher.  Detention 
arranged by the class 
teacher.  Involvement 
of the Head of 
Department. 

2. Referral to Director of 
Learning.  Parents 
contacted.  Possible 
temporary or 
permanent exclusion 
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Problem Pupil Responsibility Home Responsibility School Responsibility Disciplinary Steps 

Disruptive behaviour outside 
lessons – examples include 
showing ill-discipline during 
assembly, lunchtime, in 
corridors, in toilets or other 
areas. 

1. Remember other 
pupils’ safety and 
comfort as well as your 
own. 

2. Be well-mannered and 
use common sense. 

3. Never drop litter. 

1. Support the school by 
emphasising the need 
for good behaviour. 

1. Always be consistent 
and vigilant. 

1. Informal talk with Form 
Tutor. 

2. Referral to Director of 
Learning. 

3. Detention. 
4. Parents contacted. 
5. Possible temporary or 

permanent exclusion. 
Misuse of substances – these 
chemicals which have an 
effect on the body.  Examples 
include alcohol, tobacco*, 
aerosol sprays, solvents, 
drugs or other dangerous 
substances. 
(See procedures regarding 
illegal substances) 
 
*This includes ‘electronic 
cigarette’ devices 

1. Never bring any of 
these items to school 
or anything else your 
conscience is wrong. 

1. Make sure your 
son/daughter never 
brings such items to 
school. 

2. Explain the harm to 
themselves and others 
and the possible 
consequences. 

3. Teach and discuss 
good health at home. 

1. Teach and discuss 
good health habits and 
make pupils aware of 
the rights and safety of 
others. 

2. Keep records of any 
violation. 

1. Each case will be 
treated on its merit, but 
it should be regarded 
as the norm that where 
these rules are violated 
it results in parental 
involvement and the 
likely exclusion of the 
pupil, either for a fixed 
term or permanently. 
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Problem Pupil Responsibility Home Responsibility School Responsibility Disciplinary Steps 

Not conforming to the rules of 
school dress and presentation 

1. Keep to the rules.  If, in 
exceptional 
circumstances, you 
have to wear 
something different, 
e.g. trainers, bring a 
note to explain the 
reason. 

1. Make sure your child is 
dressed according to 
the rules. 

2. Send a note to explain 
any deficiency. 

3. Contact the 
Headteacher in cases 
of difficulty. 

1. Be consistent and 
reasonable over 
standards. 

2. Review standards at 
least once a month. 

1. Informal talk with 
Director of Learning. 

2. Parents contacted to 
discuss matters. 

3. Pupils with hairstyles 
which are considered 
to be extreme may be 
excluded from school 
for a suitable period of 
adjustment. 
 

Theft/Misuse of Breakage of 
property belonging to the 
school or others. 
 
 
 

1. Leave anything 
valuable at home. 

2. Mark and take care of 
your own property. 

3. Ask before borrowing 
and always return 
items. 

4. Behave sensibly and 
respect the rights of 
others. 

5. Keep your school bag 
with you whenever you 
can. 

1. Support the idea that 
taking what doesn’t 
belong to the child is 
wrong. 

2. Make sure property is 
clearly marked and hat 
nothing valuable is 
taken to school. 

3. Develop respect for all 
property. 

1. Remind pupils not to 
bring valuable items to 
school. 

2. Encourage pupils to 
keep their school bag 
with them throughout 
the day. 

3. Keep rooms locked 
where possible to avoid 
temptation. 

1. Informal talk with 
Director of Learning.  
Parents contacted.  
Pay for, or contribute 
towards, the cost of 
repair or replacement. 

2. Exclusion from school.  
If the circumstances 
are serious enough, the 
exclusion may be 
permanent. 
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Discipline Tree 
  
1. Jewellery / Uniform / Make-up / Chewing Gum  
  
STEP 1: Classroom Teacher – pupils asked to remove / clean off.   Could keep item        
until end of day.  
  
STEP 2: Director of Learning – confiscate for a short period and send a letter home.  
  
STEP 3: Assistant Headteacher – parents sent for if problem persists.  
  
2. Insolence / Disobedience  
  
STEP 1: Classroom Teacher – in extreme cases, send for Deputy or Head.  
  
STEP 2: Curriculum Leader – pupil put on report.  
  
STEP 3: Assistant Headteacher – parents sent for if problem persists.  
  
3. Fighting / Bullying  
  
STEP 1: Director of Learning -  depending upon the severity of the incident.  
  
4. Smoking (Including the use of ‘electronic cigarettes’) 
  
STEP 1: Director of Learning – detention – letter home.  
  
STEP 2: Assistant Headteacher – parents sent for if problem persists.  
 
5. Lateness  
  
STEP 1: Director of Learning – letter home.  
  
STEP 3: Assistant Headteacher – parents sent for if problem persists.  
  
6. Failure to Complete Homework / Classwork / Perceived Underachievement  
  
STEP 1: Classroom teacher.  
  
STEP 2: Curriculum Leader – pupil referred if failure persistent.  
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STEP 3: Director of Learning – parents contacted.  
.  
7. Forgot Book / Pen / Kit  
  
STEP 1: Classroom teacher. 
 
STEP 2: Curriculum Leader – pupil referred if problem persists – letter home.  
   
STEP 3: Assistant Headteacher – parents sent for if problem persists.  
  
8. Out of School – Shop  
  
STEP 1: Director of Learning – lunchtime report.  
  
STEP 2: Assistant Headteacher – parents sent for if problem persists.  
  
9. Truancy  
  
STEP 1: Director of Learning – pupil put on report. Parents notified.  
  
STEP 2: IWO – parents requested to come to school.  
  
STEP 3: Assistant Headteacher – parents sent for if problem persists.  
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MODEL LETTER 1 - FROM HEAD TEACHER (OR TEACHER IN CHARGE OF A PRU) 
NOTIFYING PARENT OF A FIXED PERIOD EXCLUSION OF LESS THAN 6 DAYS, AND 

WHERE A PUBLIC EXAMINATION IS NOT MISSED 
 
Dear [Parent’s Name] 
 
 I am writing to inform you of my decision to exclude [Child’s Name] for a fixed period of 
[Period of Exclusion]. This means that [Child’s Name] will not be allowed in school for this 
period.  
 
I realise that this exclusion may well be upsetting for you and your family, but the decision to 
exclude [Child’s Name] has not been taken lightly.  [Child’s Name] has been excluded for 
this fixed period because [Reason for Exclusion].  
 
You have the right to make representations to the School Governors Discipline Committee . 
If you wish to make representations please contact [Name of Contact] on/at [Contact 
Details – Address, Phone Number, email], as soon as possible. 
 
You also have the right to see a copy of [Name of Child]’s school record. Due to 
confidentiality restrictions, you will need to notify me in writing if you wish to be supplied with 
a copy of [Name of Child]’s school record. I will be happy to supply you with a copy if you 
request it. There may be a charge for photocopying.  
 
The school will continue to set work for [Name of Child] during the period of his/her 
exclusion.  Please ensure that any work set by the school is completed and returned to us 
for marking.  
 
You may want to contact Mr Tim Guy at Flintshire County Council on 01352 704122, who 
can provide advice. You may also find it useful to contact the Advisory Centre for Education 
(ACE), which is an independent national advice centre for parents of children in state 
maintained schools. They offer information and support on state education in England and 
Wales, including on exclusion from school. They can be contacted on 020 7704 9822 or at 
www.ace-ed.org.uk.  
 
[Name of Child]’s exclusion expires on [Date] and we expect [Name of Child] to be back in 
school on [Date] at [Time]. I am sure it would be helpful for us to meet to discuss [Name of 
Child]‘s return to school before they are due back. Please could you contact the school to 
arrange a convenient time and date.  
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MODEL LETTER 2 - FROM HEAD TEACHER (OR TEACHER IN CHARGE OF A PRU) 
NOTIFYING PARENT OF A FIXED PERIOD EXCLUSION OF 6 TO 15 DAYS, OR WHERE 

CUMULATIVE EXCLUSIONS IN THE SAME TERM FALL WITHIN THIS RANGE, OR 
WHERE A PUBLIC EXAMINATION IS MISSED 

 
Dear [Parent’s Name]  
 
I am writing to inform you of my decision to exclude [Child’s Name] for a fixed period of 
[Period of Exclusion]. This means that [Child’s Name] will not be allowed in school for this 
period.  
 
I realise that this exclusion may well be upsetting for you and your family, but the decision to 
exclude [Child’s Name] has not been taken lightly. [Child’s Name] has been excluded for 
this fixed period because [Reason for Exclusion].  
 
You have the right to request a meeting of the School Governors Discipline Committee at 
which you may make representations and the decision to exclude can be reviewed. As the 
length of the exclusion is more than 5 school days (or equivalent) the Committee must meet 
if you request it to do so. The latest date the Committee can meet is [Date Here – no later 
than 50 school days from the date the Committee is notified]. If you wish to make 
representations to the Committee and wish to be accompanied by a friend or representative 
please contact Clerk to the Governing Body c/o on 01352 736900, as soon as possible.  
 
You also have the right to see a copy of [Name of Child]’s school record. Due to 
confidentiality restrictions, you will need to notify me in writing if you wish to be supplied with 
a copy of [Name of Child]’s school record. I will be happy to supply you with a copy if you 
request it. There may be a charge for photocopying.  
 
The school will continue to set work for [Name of Child] during the period of his/her 
exclusion.  Please ensure that any work set by the school is completed and returned to us 
for marking.  
 
You may want to contact Mr Tim Guy at Flintshire County Council on 01352 704122, who 
can provide advice. You may also find it useful to contact the Advisory Centre for Education 
(ACE), which is an independent national advice centre for parents of children in state 
maintained schools. They offer information and support on state education in England and 
Wales, including on exclusion from school. They can be contacted on 020 7704 9822 or at 
www.ace-ed.org.uk. 
 
[Name of Child]’s exclusion expires on [Date] and we expect [Name of Child] to be back in 
school on [Date] at [Time]. I am sure it would be helpful for us to meet to discuss [Name of 
Child]‘s return to school before they are due back. Please could you contact the school to 
arrange a convenient time and date.  
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MODEL LETTER 3 - FROM HEAD TEACHER (OR TEACHER IN CHARGE OF A PRU) 
NOTIFYING PARENT OF A FIXED PERIOD EXCLUSION OF 16 DAYS OR MORE, OR 
WHERE CUMULATIVE EXCLUSIONS IN THE SAME TERM ARE 16 DAYS OR MORE 

 
Dear [Parent’s Name]  
 
I am writing to inform you of my decision to exclude [Child’s Name] for a fixed period of 
[Period of Exclusion]. This means that [Child’s Name] will not be allowed in school for this 
period.  
 
I realise that this exclusion may well be upsetting for you and your family, but the decision to 
exclude [Child’s Name] has not been taken lightly. [Child’s Name] has been excluded for 
this fixed period because [Reason for Exclusion].  
 
As the length of the exclusion is more than 15 school days (or equivalent) the School 
Governors Discipline Committee must automatically meet to consider the exclusion. At the 
review meeting you may make representations to the Committee if you wish to do so. The 
latest date the Committee can meet is [Date Here – no later than 15 school days from the 
date the Discipline Committee is notified]. If you wish to make representations to the 
Committee and wish to be accompanied by a friend or representative please contact the 
Clerk to the Governing Body c/o on 01352 736900 as soon possible. You will, whether you 
choose to make representations or not, be notified by the Clerk to the Committee of the time, 
date and location of the meeting.  
 
You also have the right to see a copy of [Name of Child]’s school record. Due to 
confidentiality restrictions, you will need to notify me in writing if you wish to be supplied with 
a copy of [Name of Child]’s school record. I will be happy to supply you with a copy if you 
request it. There may be a charge for photocopying.  
 
The school will continue to set work for [Name of Child] during the period of his/her 
exclusion.  Please ensure that any work set by the school is completed and returned to us 
for marking. You may want to contact Mr Tim Guy at Flintshire County Council on 01352 
704122, who can provide advice. You may also find it useful to contact the Advisory Centre 
for Education (ACE), which is an independent national advice centre for parents of children 
in state maintained schools. They offer information and support on state education in 
England and Wales, including on exclusion from school. They can be contacted on 020 7704 
9822 or at www.ace-ed.org.uk. 
 
[Name of Child]’s exclusion expires on [Date] and we expect [Name of Child] to be back in 
school on [Date] at [Time]. I am sure it would be helpful for us to meet to discuss [Name of 
Child]‘s return to school before they are due back. Please could you contact [Name] to 
arrange a convenient time and date. 
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MODEL LETTER 4 - FROM HEAD TEACHER NOTIFYING PARENT OF A PERMANENT 
EXCLUSION 

 
Dear [Parent’s Name]  
 
I regret to inform you of my decision to exclude [Child’s Name] permanently from [Date]. 
This means that [Child’s Name] will not be allowed back to this school pending a meeting of 
the School Governors Discipline Committee. Alternative arrangements for [Child’s Name]’s 
education will need to be made, in the first instance we will set work for [Child’s Name] and 
would ask you to ensure this work is completed and returned to school for marking.  
 
I realise that this exclusion may well be upsetting for you and your family, but the decision to 
exclude [Child’s Name] has not been taken lightly. [Child’s Name] has been excluded 
permanently because [Reason for Exclusion – also include any other relevant previous 
history here].  
 
As this is a permanent exclusion the School Governors Discipline Committee will meet to 
consider the exclusion. At the review meeting you may make representations to the 
Committee if you wish to do so. The latest date the Committee can meet is [Date Here – no 
later than 15 school days from the date the Committee is notified]. If you wish to make 
representations to the Committee and wish to be accompanied by a friend or representative 
please contact the Clerk to the Governing Body c/o on 01352 736900 as soon possible. You 
will, whether you choose to make representations or not, be notified by the Clerk to the 
Committee of the time, date and location of the meeting.  
 
You also have the right to see a copy of [Name of Child]’s school record. Due to 
confidentiality restrictions, you will need to notify me in writing if you wish to be supplied with 
a copy of [Name of Child]’s school record. I will be happy to supply you with a copy if you 
request it. There may be a charge for photocopying. Alternative education other than setting 
work will be provided for [Name of Child] if the exclusion has not been overturned within 15 
days. An LA representative will contact you to discuss this. You may also want to contact Mr 
Tim Guy, at Flintshire County Council on 01352 704122 who can provide advice on what 
options are available to you. Additionally, you may find it useful to contact the Advisory 
Centre for Education (ACE), which is an independent national advice centre for parents of 
children in state maintained schools. They offer information and support on state education 
in England and Wales, including on exclusion from school. They can be contacted on 020 
7704 9822 or at www.ace-ed.org.uk. 
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