MERE SCHOOL

Policy on the use of Exclusion

We have a duty, at Mere School, to ensure the goder and discipline among pupils and to safeguard
their health and welfare when they are authoriedakton the school premises and when they are
engaged in authorised activities elsewhere. Theddas a Positive Behaviour and Discipline Policy
that clearly states the way in which the exclusianction will be applied.

Exclusion will often be the end of a disciplinamppess proceeded by other sanctions and efforts to
modify behaviour. Occasionally the behaviour @il will be such that exclusion will be an
immediate response. The Head Teacher also redbeveght to exclude where the health, safety,
welfare or education of others is threatened.

The Use of exclusion

Headteachers, governors, LEA’s and exclusion appephnels must by law have regard DfES
guidance in when deciding:

» whether to exclude a pupil (for fixed term or penmatly);
» the length of the exclusion; and where applicable
* whether to direct the headteacher to reinstat@uipd.

This document sets out the procedures which mukilloeved when exclusion takes place.
A decision to exclude a pupil should be taken only:

* inresponse to serious breaches of the schoolpliecpolicy; and
« if allowing the pupil to remain in school would gersly harm the education or welfare of the pupil
or others at the school.

Only the headteacher can exclude a pupil. Befotkiding a child, in most cases a range of altéraat
strategies should be tried. This is not meantéwgnt immediate action to protect pupils and staff
including fixed period exclusion. A permanent @sbn can be given for a first offence, for example
involving violence, but only when the head teadies had further opportunity (not in the ‘heat @& th
moment’ to consider the incident in question.

The school must maintain discipline and good cohtlusecure an orderly learning environment so that
teaching and learning can take place. We willaf@e need to adopt a range of strategies, inajudin
exclusion, to ensure that we are providing a sdeacdhing environment for all pupils.

Before reaching a decision, the head teacher should

» consider all the relevant facts and firm evidermcsupport the allegations made, and take into
account our policy on equal opportunities. If thexr any doubt that the pupil actually did what is
alleged, the head teacher should not exclude tpig pu

 allow the pupil to give their version of events;

» check whether an incident appeared to be provokeddial or sexual harassment;

 if necessary consult others, being careful nobwolve anyone who may later take part in the
statutory review of their decision.



When exclusion is not appropriate

Exclusion should no be used for:

e minor incidents;

* poor academic performance;

» lateness or truancy;

» breaching school uniform policy;

* punishing the pupils for the behaviour of the p&sen

Length of fixed period exclusions

The law allows head teachers to exclude a pupiifioto 45 days in a school year. However, indigldu
exclusions should be for the shortest time necgskaaring in mind that exclusions of more thatg d
or two make it more difficult for the pupil to retegrate into the school. In all cases of more tha
day’s exclusions, work should be set and marked.

Permanent exclusion

A decision to exclude a child permanently is aaesione. It is the final step in the process &alithg

with disciplinary offences when a wide range ofestktrategies have been tried and have failed,
including the use of a Pastoral Support Progransee LEA Guidance). It is also an acknowledgement
by the school that it can no longer cope with thiédc It is not expected that the head teachdr wil
normally permanently exclude a pupil for a ‘one-offfirst offence.

If excluding a pupil for a single block of more tha5 school days in a term, the head teacher nhast p

» to enable the pupil to continue their education;

* how to use the time to address the pupil’s probjemnd

» with the LEA, what educational arrangements wibtigelp the pupil to reintegrate into the school at
the end of the exclusion.

Drugs-related exclusion

In many cases exclusion will be the appropriatesmult is for the school to decide whether ortoot
exclude permanently for all incidents connectedhwlitug misuse.

Pupils with special educational needs

Other than in the most exceptional circumstancesshwould avoid permanently excluding pupils with
statements.

Further information is available from the LEA ameit guidance on file
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PROCEDURES
Fixed Period Exclusion 1 - 5 Days

The School will inform parents the same day by ghand send aclass letter. The letter to contain
the reasons for exclusion, type of exclusion, ayeaments for work to be set and marked and the toght
see the child’s record, the period of exclusidixéd and the date and time of return. The peabd

time allowed for the parents to make a statem&éftio the parents can contact for advice. Page 81 an
52 of 10/99.

Governors need to have a disciplinary committee méag:

1 If external exams are involved, in which caseggouors should do their best to meet prior
to the external exam, otherwise the chairmaneftwvernors can make a decision, if time is
short.

2 If parents want to make representation to thegliae committee.

Governors discipline committee meeting

Takes note of the head’s reason for exclusiorerist the parents and child if appropriate.

Option available to the discipline committee

The child can come in to take external exams ifgnernors agree.

Schools are to send a copy of the parent’s lditeesame day, direct to the exclusion officer P8tere,
Education Welfare Service, County Hall.

The exclusion officer to inform: EWO, SEN, Soci@r@ces (if LAC) Behaviour Unit, PRU’s and
Educational Psychologist as appropriate. The wdtde entered onto the database and issued
fortnightly, monthly, termly, yearly and ad hoc o3 as required.



Model letter 1 — from Head Teacher notifying pareat a fixed period exclusion of 5 school days or
fewer in one term, and where a public examinatiagnot missed

Dear(Parent’'s Name)

| am writing to inform you of my decision to exckifChild’'s Name) for a fixed period ofPeriod).
This means that he/she will not be allowed in stfmrathis period. The exclusion begins/began on
(date) and ends o(date).

| realize that this exclusion may well be upsetfimgyou and your family, but the decision to exidu
(Child’s Name) has not been taken lightlyChild’s Name) has been excluded for this fixed period
becaus€¢Reason for Exclusion).

You have the right to make representations to tweining body. If you wish to make representations
please contadtName of Contact)on/at(Contact Details — Address, Phone Number, e.majlas soon
as possible.

You should also be aware that if you think the esidn relates to a disability your child has, and y
think disability discrimination has occurred, yoavie the right to appeal, and/or make a claim, ¢o th
SEN and Disability Tribunal (SENDIST). The addréssvhich appeals should be sent is SENDIST, 7
Floor, Windsor House, 50 Victoria Street, LondoW/ 154 ONW.

You also have the right to see a copyr@ime of child)s school record. Due to confidentiality
restrictions, you need to notify me in writing dy wish to be supplied with a copy(@®fame of
Child)’s school record. | will be happy to supply youtwa copy if you request it. There may be a
charge for photocopying.

The school will set work fofName of Child) during the period of his/her exclusiafetail
arrangements for this) Please ensure that work set by the school iplied and returned to us
promptly for marking.

You may wish to contact Rosemary Robinson, Educatlfare Officer at LET (Salisbury District),
Children and Families Branch, Wilton Middle Schofihe Hollows, Wilton, Wiltshire, SP2 0JE; 01722
743907, who can provide advice. You may also fineful to contact the Advisory Centre for
Education (ACE) — an independent national advicgredor parents of children in state schools. yThe
offer information and support on state educatiokmgland and Wales, including on exclusion from
school. They can be contacted on 020 7704 9822hitp://www.ace-ed.org.uk/

(Name of Child)'s exclusion expires ofDate) and we expedaiName of Child) to be back in school on
(Date) at(Time). | am sure it would be helpful for us to meetltecusgName of Child)'s return to
school before they are due back. Please couldgotact me to arrange a convenient time and date.

Yours sincerely

Catriona Williamson
Head Teacher



Fixed Period Exclusion totaling 6 - 15 Days

The School will inform parents the same day by ghand send aclass letter. The letter to contain
the reasons for exclusion type of exclusion, areamgnts for work to be set and marked and the taght
see the child’s record, the period of exclusidiixiéd and the date and time of return. The peabd
time allowed for the parents to make a statemedhtlag time scale of the discipline committee. Who
the parents can obtain advice from and their rightsee their child’s school records. Pages 515and
in 10/99 document.

Governors need to hold a disciplinary committeetmgeor alternatively at normal governors meeting,
within 6 to 50 school days, unless external examsravolved, in which case governors should dorthei
best to meet prior to the external exam.

Governors discipline committee meeting

Takes note of the head’s reason for exclusiorerisd the parents and child if appropriate. Caarsiid
the child did what is alleged.

Consider whether the school has tried sufficiepraaches to improve the pupil’s behaviour.

If there is any doubt then the gdcm should reiestiag¢ child.

Options available to the discipline committee

a reinstate prior to the end of the fixed peribthe governors agree for external exams to
be taken;

b reinstates;

C agrees with heads decision.

No conditions can be attached to reinstatement

The chair of gdcm to speak to the parents andex liet be written and posted to parents that day.

Schools are to send a copy of the parent’s lditeesame day, direct to the exclusion officer P8tere,
Education Welfare Service, County Hall.

The exclusion officer to inform: EWO, SEN, Sociarfices (if LAC), Behaviour unit, PRU’s and
educational Psychologist as appropriate. Thetddba entered onto the database and issued faitinigh
monthly, termly, yearly and ad hoc reports as negli



Model letter 2 — from Head Teacher notifying pareot a fixed period exclusion of more than 5 and
up to and including 15 school days in total in oterm, or where a public examination would be
missed.

Dear(Parent’'s Name)

| am writing to inform you of my decision to exckifChild’'s Name) for a fixed period ofPeriod).
This means that he/she will not be allowed in stfmathis period. The exclusion begins/began on
(date) and ends o(date).

| realize that this exclusion may well be upsetfimgyou and your family, but the decision to exidu
(Child’s Name) has not been taken lightlyChild’s Name) has been excluded for this fixed period
becaus€¢Reason for Exclusion).

You have the right to request a meeting of the guxg body at which you may make representations
and the decision to exclude can be reviewed. Agahgth of the exclusion is more than 5 schootday
in one term the governing body must meet if yowesq it to do so. The latest date by which the
governing body can meet(isert date — no later than 50 school days from #date the governing
body is notified). If you wish to make representations to the gowgrbody and wish to be
accompanied by a friend or representative pleasact{Mrs Nicky Whitmore, Clerk to Governors

at Mere School, Springfield Road, Mere, Wiltshire BA12 6EW, 01747 8605155s soon a possible.
Please advise if you have a disability or speaaids which would affect your ability to attend a
meeting at the school. Also, please infdivirs Nicky Whitmore) if it would be helpful for you to
have an interpreter present at the meeting.

You should also be aware that if you think the esidn relates to a disability your child has, and y
think disability discrimination has occurred, yoavie the right to appeal, and/or make a claim, ¢o th
SEN and Disability Tribunal (SENDIST). The addressvhich appeals should be sent is SENDIST, 7
Floor, Windsor House, 50 Victoria Street, LondoW/ 154 ONW.

You also have the right to see a copyr@ime of child)s school record. Due to confidentiality
restrictions, you need to notify me in writing dy wish to be supplied with a copy(@®fame of
Child)’s school record. | will be happy to supply youtwa copy if you request it. There may be a
charge for photocopying.

The school will set work fofName of Child) during the period of his/her exclusiafetail
arrangements for this) Please ensure that work set by the school iplied and returned to us
promptly for marking.

You may wish to contact Rosemary Robinson, Educatlfare Officer at LET (Salisbury District),
Children and Families Branch, Wilton Middle Schofihe Hollows, Wilton, Wiltshire, SP2 0JE; 01722
743907, who can provide advice. You may also fineful to contact the Advisory Centre for
Education (ACE) — an independent national advicgredor parents of children in state schools. yThe
offer information and support on state educatiokmgland and Wales, including on exclusion from
school. They can be contacted on 020 7704 9822hitp://www.ace-ed.org.uk/

(Name of Child)'s exclusion expires ofDate) and we expedaiName of Child) to be back in school on
(Date) at(Time). | am sure it would be helpful for us to meetltecusgName of Child)'s return to
school before they are due back. Please couldgotact me to arrange a convenient time and date.

Yours sincerely
Catriona Williamson
Head Teacher



Fixed Exclusion totaling 16 - 45 Days

The school will inform parents the same day by ghand send a™lclass letter. The letter to contain
the reasons for exclusion type of exclusion, areamgnts for work to be set and marked and the taght
see the child’s record, the period of exclusidiixiéd and the date and time of return.

The period of time allowed for the parents to malstatement and the time scale of the discipline
committee. Who the parents can obtain advice faththeir rights to see their child’s school resord
Pages 51 and 52 in 10/99 document.

Governors need to have a disciplinary committeetimgevithin 6 to 15 days, unless external exams are
involved, in which case governors should do thestlio meet prior to the external exam.

Governors discipline committee meeting

Takes note of the head’s reason for exclusiorerisd the parents and child if appropriate. Caarsiid
the child did what is alleged..

Consider whether the school has tried sufficiepraaches to improve the pupil’s behaviour.

If there is any doubt then the gdcm should reiestiag¢ child.

Options available to the discipline committee

a reinstate prior to the fixed period, if the gowas agree for external exams to be taken;
b reinstates;
C agrees with heads decision.

No conditions can be attached to reinstatement

The chair of gdcm to speak to the parents andex liet be written and posted to parents that day.

The school will send a copy of the parent’s |etiter same day, direct to the exclusion officer Peter
Shire, Education Welfare Service, county Hall.

The exclusion officer to inform: EWO, SEN, Soci@r@ces if LAC, Behaviour Unit, PRU’s and
Educational Psychologist as appropriate. The tale entered onto the database and issued
fortnightly, monthly, termly, yearly and ad hoc ogs as required.



Model letter 3 — from Head Teacher notifying pareot fixed period exclusion of more than 15
school days in total in one term

Dear(Parent’'s name)

| am writing to inform you of my decision to exci@Child’s Name) for a fixed period ofPeriod).
This means that he/she will not be allowed in stfmrathis period. The exclusion begins/began on
(date) and ends o(date).

| realize that this exclusion may well be upsetfimgyou and your family, but the decision to extdu
(Child’s Name) has not been taken lightlyChild’s Name) has been excluded for this fixed period
becaus€Reason for Exclusion).

As the length of the exclusion is more than 15 stHdays in total in one term the governing body mus
meet to consider the exclusion. At the review mngefou may make representations to the governing
body if you wish. The latest date on which theegyoing body can meet {Pate here — no later than

15 school days from the date the governing body mtified). If you wish to make representations to
the governing body and wish to be accompaniedfig@d or representative please contact Mrs Nicky
Whitmore, Clerk to the Governors — Mere School,ii@pield Road, Mere, Wiltshire, BA12 6EW;
01747 869515, as soon as possible. You will, wdregfbu choose to make representations of not, be
notified by the Clerk to the governing body of tiree, date and location of the meeting. Pleasésadv
if you have a disability or special needs which ledaaffect your ability to attend a meeting at the
school. Also, please inform Mrs Whitmore if it wdube helpful for you to have an interpreter présen
at the meeting.

You should also be aware that if you think the esidn relates to a disability your child has, and y
think disability discrimination has occurred, yoavie the right to appeal, and/or make a claim, ¢o th
SEN and Disability Tribunal (SENDIST). The addressvhich appeals should be sent is SENDIST, 7
Floor, Windsor House, 50 Victoria Street, LondoW/ 154 ONW.

You also have the right to see a copyr@me of child)s school record. Due to confidentiality
restrictions, you need to notify me in writing dy wish to be supplied with a copy@®fame of
Child)’s school record. | will be happy to supply youtwa copy if you request it. There may be a
charge for photocopying.

The school will set work fofName of Child) during the period of his/her exclusiafetail
arrangements for this) Please ensure that work set by the school iplied and returned to us
promptly for marking.

You may wish to contact Rosemary Robinson, Educat|fare Officer at LET (Salisbury District),
Children and Families Branch, Wilton Middle Schofihe Hollows, Wilton, Wiltshire, SP2 0JE; 01722
743907, who can provide advice. You may also fineful to contact the Advisory Centre for
Education (ACE) — an independent national advicgredor parents of children in state schools. yThe
offer information and support on state educatiokmgland and Wales, including on exclusion from
school. They can be contacted on 020 7704 9822hitp://www.ace-ed.org.uk/

(Name of Child)'s exclusion expires ofDate) and we expedaiName of Child) to be back in school on
(Date) at(Time). | am sure it would be helpful for us to meetltecusgName of Child)'s return to
school before they are due back. Please couldgotact me to arrange a convenient time and date.

Yours sincerely
Catriona Williamson
Head Teacher



Permanent Exclusion

The school will inform parents the same day by ghand send a™lclass letter. The letter to contain
the reasons for exclusion, type of exclusion, ayeaments for work to be set and marked and the taght
see the child’s record and what the school has tiohelp the child. The period of time allowed foe
parents to make a statement and the time scahe afiscipline committee. Who the parents can abtai
from and the date of the exclusion.

The governors are required to invite the Local Edion Authority to the exclusion hearing. All
paperwork should be sent to the Local Educatiornéuitly in advance in order that the Local Education
Authority can give their view on the appropriatenesthe exclusion.

Governors need to have a disciplinary committeetimgevithin 6 to 15 days, unless external exams are
involved, in which case governors should do thestlio meet prior to the external exam.

Governors discipline committee meeting

Takes note of the head’s reason for exclusiorerisd the parents and child if appropriate. Caarsiid
the child did what is alleged.

Consider whether the school has tried sufficiepraaches to improve the pupil’s behaviour.

Check that all the correct procedures and stragegieluding Pastoral Support Programme have been
implemented and failed.

If there is any doubt then the gdcm should reiestia¢ child.

Options available to the discipline committee

a reinstate;
b agrees with head’s decision.

No conditions can be attached to reinstatement

The chair of gdcm to speak to the parents andex liet be written and posted to parents that day.

Parents can lodge an appeal within 15 schooldasacefving notification after the discipline
committee meeting. The appeal panel is to meétinvit5 school days of receiving the lodged appeal
from the parent.

Schools are to complete the exclusion form B witopy of the parent’s letter, send them the same da
direct to the exclusion officer Peter Shire, EdiscatVelfare Service, County Hall.

Exclusion officer to inform: EWO, SEN Social Semsc(if LAC), Educational Psychologist, Behaviour
Unit and PRU’s as appropriate. Exclusion offieeenter the data onto the database and issue
fortnightly, monthly, termly, yearly and ad hoc o3 as required.



Model letter 4 — from Head Teacher notifying pareat a permanent exclusion
Dear(Parent’'s Name)

| regret to inform you of my decision to exclu@ehild’s Name) permanently fronfDate). This means
that(Child’s Name) will not be allowed back to this school pendingpeeting of the Governing body.
Alternative arrangements f@Child’s Name)'s education will need to be made. In the firstamce we
will set work for(Child’s Name) and would ask you to ensure this work is completed returned
promptly to school for marking.

| realize that this exclusion may well be upsetfimgyou and your family, but the decision to extdu
(Child’s Name) has not been taken lightl§Child’s Name) has been excluded permanently because
(Reason for Exclusion — also include any other relant previous history here).

As this is a permanent exclusion the governing heilyneet to consider it. At the review meetinguyo
may make representations to the governing bodgufwish. The latest date on which the governing
body can meet i@Date here — no later than 15 school days from thaate the governing body is
notified). If you wish to make representations to the gowver body and wish to be accompanied by a
friend or representative please contact Mrs Niclyittiiore, Clerk to the Governors — Mere School,
Springfield Road, Mere, Wiltshire, BA12 6EW,; 017869515, as soon as possible. You will, whether
you choose to make representations of not, beiediy the Clerk to the governing body of the time,
date and location of the meeting. Please advigauthave a disability or special needs which would
affect your ability to attend a meeting at the sthd\Iso, please inform Mrs Whitmore if it wouleb
helpful for you to have an interpreter presenhatrheeting.

You also have the right to see a copyr@ime of child)s school record. Due to confidentiality
restrictions, you need to notify me in writing dy wish to be supplied with a copy(@®fame of
Child)’s school record. | will be happy to supply youtwa copy if you request it. There may be a
charge for photocopying.

Alternative education other than setting work Wil provided fo{(Name of Child) if the exclusion
continues beyond 15 school days.(S€hool’'s Maintaining LEA) LEA representative will contact you
to discuss this.

You may wish to contact Rosemary Robinson, Educatlfare Officer at LET (Salisbury District),
Children and Families Branch, Wilton Middle Schofihe Hollows, Wilton, Wiltshire, SP2 0JE; 01722
743907, who can provide advice. You may also findeful to contact the Advisory Centre for
Education (ACE) — an independent national advicgredor parents of children in state schools. yThe
offer information and support on state educatiokmgland and Wales, including on exclusion from
school. They can be contacted on 020 7704 9822hitp://www.ace-ed.org.uk/

(Name of Child)'s exclusion expires ofDate) and we expedaiName of Child) to be back in school on
(Date) at(Time). | am sure it would be helpful for us to meetltecusgName of Child)'s return to
school before they are due back. Please couldgotact me to arrange a convenient time and date.
Yours sincerely

Catriona Williamson
Head Teacher
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Model letter 5 — from Clerk to the Governing Body b the parent of a permanently excluded pupil
upholding a permanent exclusion

Dear(Parent’'s Name)

The meeting of the governing body at Mere Schodlmate) considered the decision by Mrs
Williamson to permanently exclude your son/daugfiterme of Pupil). The govering body, after
carefully considering the representations madeadirtie available evidence, have decided to uphold
(Name of Pupil)s exclusion.

The reasons for the governing body’s decision af®llows:(give the reasons in as much detail as
possible, explaining how they were arrived at).

You have the right to appeal against this decisi®ater Shire will be writing to you in the nextvfe
days advising you of the procedure and the perdisn@ you have to indicate if you wish to appeal o
not.

| would advise you of the following sources of amvi You may wish to contact Rosemary Robinson,
Education Welfare Officer at LET (Salisbury Dist}jcChildren and Families Branch, Wilton Middle
School, The Hollows, Wilton, Wiltshire, SP2 0JE7@2 743907, who can provide advice. You may
also find it useful to contact the Advisory Cerfwse Education (ACE) — an independent national aglvic
centre for parents of children in state schoolseyloffer information and support on state educaitio
England and Wales, including on exclusion from sthdhey can be contacted on 020 7704 9822 or at
http://www.ace-ed.org.uk/

The arrangements currently being madeg(Rupil’s Name)'s education will continue for the time
being. However, new arrangements to provide faleteducation fo(Pupil’s Name) are being made
and Peter Shire will liaise with you shortly abth#se new arrangements. If you have any questions
about this please contact Peter Shire.

Yours sincerely

Nicky Whitmore
Clerk to Governors
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Education Welfare Service
Fixed Period or Permanent Exclusions

All schools must complete this form for all FixedPeriod or Permanent Exclusions
and return to Peter Shire, Educational Welfare Sevices, County Hall with a copy
of the letter sent to the parents, on the same das the Exclusion.
Name of School ...................cciciiiiiiieveeen... School Code e
Child’'ssurname ...........cooiiiiii i YEAT GIOUP v et e
Child’'s firstnames ..o SEX el DOB..cvviiiiean,

Name Of Parent/GUAITIAN .......coooiie i e

Child's Address .........ooovviiiiiiciieiieiieiiiiieiieiieiieiie ... Home Phone Nuenh..........

Ethnicgroup ....................ccevveeee.... Code of Practice Stage..........ccoovevivinniennns

Traveller Child Yes/No Looked After Childes/No Exclusion Code ...............
Is this a Fixed Period Exclusion?  Yes/No If Yes, how many days? .......................
Date of offence ....................... Date of proposed retwrst¢hool ....................ocoon i

Days excluded, inclusive from .............ccccco o0 oo

Is this a Permanent exclusion? Yes/No PaEfence ...

Date exclusion starts ................................ Other agencreslved?

Has the child received previous Fixed Period Exohsthis academic year? Yes/No .......

If so when, and number of days?

Signed by Head Teacher ....c....cooooiiiii i Date .....ooovveviiiii
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PERMANENT EXCLUSION

¢ If the Discipline Committee decides to direct retatement consideration should be given to short-
term support in discussion with the EWO.

¢ If the committee confirms a headteacher’s decissoexclude, it should be satisfied that there are
satisfactory arrangements for the pupil to continigeor her education while away from school.

¢ The Discipline committee should notify the paremdd #WS at County Hall of their decision within
one school day of the hearing, giving the reasons.

¢ The parents have fifteen school days to give naticppeal.

School

Name of Child C e e e e —— e
Date and time of Meeting ..o
Details of those present;

Chairman of Meeting ..o —————
Governors

ClerK e
School representatives o ——————

Parent / GUArdian e

Pupil

O IS e
Discipline Committee’s Decision; Reinstated or Permanently Excluded
Date for reinstatement .................cceeveeenes or Reason for panent exclusion

| Please return this form to Peter Shire, EWS, Cobliatywith a copy of the letter to the parents.

Permanent Exclusion Form B.
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