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1. Aims 

The Learning Community Trust and all its schools only use exclusions as a last resort. Our schools 
aim to ensure that: 

• The exclusions process is applied fairly and consistently 

• The exclusions process is understood by governors, staff, parents and pupils 

• Pupils in school are safe and happy 

• Pupils do not become NEET (not in education, employment or training) 

2. Legislation and statutory guidance 

This policy is based on statutory guidance from the Department for Education: Exclusion from 
maintained schools, academies and pupil referral units (PRUs) in England.  

It is based on the following legislation, which outline schools’ powers to exclude pupils: 

• Section 52 of the Education Act 2002, as amended by the Education Act 2011 

• The School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012 

• Sections 64-68 of the School Standards and Framework Act 1998 

In addition, the policy is based on: 

• Part 7, chapter 2 of the Education and Inspections Act 2006, which looks at parental 
responsibility for excluded pupils 

• Section 579 of the Education Act 1996, which defines ‘school day’  

• The Education (Provision of Full-Time Education for Excluded Pupils) (England) Regulations 
2007, as amended by The Education (Provision of Full-Time Education for Excluded Pupils) 
(England) (Amendment) Regulations 2014 

This policy complies with our funding agreement and articles of association. 

3. The decision to exclude 

Only the Head teacher and Deputy, can exclude a pupil from school. A permanent exclusion will be 
taken as a last resort and authorised only by the Head teacher. 

A decision to exclude a pupil will be taken only: 

• In response to serious or persistent breaches of the school’s behaviour policy, and 

• If allowing the pupil to remain in school would seriously harm the education or welfare of 
others  

Before deciding whether to suspend/exclude a pupil, either for a fixed period or permanently, the 
Head teacher and Deputy will: 

• Consider all the relevant facts and evidence, including whether the incident(s) leading to the 
exclusion were provoked 

• Allow the pupil to give their version of events 

• Consider if the pupil has special educational needs (SEN) 
 
Contact at this stage must be made with parents. It is the Academy responsibility to ensure the child 
is collected from school by their parent/carer. In the rare occasion where a parent will not/can’t collect 
then the Academy will take the student home. For students that will not get into a school vehicle but 
have verbal parental permission then a risk assessment should be created.   

https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/school-exclusion
http://www.legislation.gov.uk/ukpga/2002/32/section/52
http://www.legislation.gov.uk/ukpga/2011/21/contents/enacted
http://www.legislation.gov.uk/uksi/2012/1033/made
http://www.legislation.gov.uk/ukpga/1998/31
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2
http://www.legislation.gov.uk/ukpga/1996/56/section/579
http://www.legislation.gov.uk/uksi/2007/1870/contents/made
http://www.legislation.gov.uk/uksi/2007/1870/contents/made
http://www.legislation.gov.uk/uksi/2014/3216/contents/made
http://www.legislation.gov.uk/uksi/2014/3216/contents/made
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4. Definition 

For the purposes of exclusions, school day is defined as any day on which there is a school session. 
Therefore, INSET or staff training days do not count as a school day.  

5. Roles and responsibilities 

5.1 The Head teacher and Deputy 

Informing parents 

The Head teacher and Deputy will immediately provide the following information, in writing, to the 
parents of an excluded pupil: 

• The reason(s) for the exclusion 

• The length of a fixed-term exclusion or, for a permanent exclusion, the fact that it is 
permanent 

• Information about parents’ right to make representations about the exclusion to the governing 
board and how the pupil may be involved in this 

• Where there is a legal requirement for the governing board to meet to consider the 
reinstatement of a pupil, and that parents have a right to attend a meeting, be represented at 
a meeting (at their own expense) and to bring a friend 

The Head teacher and Deputy will notify parents by the end of the afternoon session on the day their 
child is excluded that for the first 5 school days of an exclusion, or until the start date of any 
alternative provision where this is earlier, parents are legally required to ensure that their child is not 
present in a public place during school hours without a good reason. Parents may be given a fixed 
penalty notice or prosecuted if they fail to do this.  

If alternative provision is being arranged, the following information will be included when notifying 
parents of an exclusion: 

• The start date for any provision of full-time education that has been arranged  

• The start and finish times of any such provision, including the times for morning and afternoon 
sessions, where relevant 

• The address at which the provision will take place 

• Any information required by the pupil to identify the person they should report to on the first 
day 

Where this information on alternative provision is not reasonably ascertainable by the end of the 
afternoon session, it may be provided in a subsequent notice, but it will be provided no later than 48 
hours before the provision is due to start. The only exception to this is where alternative provision is to 
be provided before the sixth day of an exclusion, in which case the information can be provided with 
less than 48 hours’ notice with parents’ consent. 

Informing the governing board and local authority 

The Head teacher and/or Deputy will immediately notify the governing board and the local authority 
(LA) of: 

• A permanent exclusion, including when a fixed-period exclusion is made permanent 

• Exclusions which would result in the pupil being excluded for more than 5 school days (or 
more than 10 lunchtimes) in a term 

• Exclusions which would result in the pupil missing a public examination  

For a permanent exclusion, if the pupil lives outside the LA in which the school is located, the Head 
teacher and Deputy will also immediately inform the pupil’s ‘home authority’ of the exclusion and the 
reason(s) for it without delay. 

For all other exclusions, the Head teacher and Deputy will notify the governing board once a term. 
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5.2 The governing board 

Responsibilities regarding exclusions is delegated to Exclusions Committee consisting of at least 3 
governors.  

The Exclusions Committee has a duty to consider the reinstatement of an excluded pupil (see section 
6). 

Within 14 days of receipt of a request, the governing board will provide the secretary of state with 
information about any exclusions in the last 12 months. 

For a fixed-period exclusion of more than 5 school days, the governing board will arrange suitable full-
time education for the pupil. This provision will begin no later than the sixth day of the exclusion.  

Provision does not have to be arranged for pupils in the final year of compulsory education who do 
not have any further public examinations to sit. 

5.3 The LA 

For permanent exclusions, the LA is responsible for arranging suitable full-time education to begin no 
later than the sixth day of the exclusion. 

6. Considering the reinstatement of a pupil  

The Exclusions Committee will consider the reinstatement of an excluded pupil within 15 school days 
of receiving the notice of the exclusion if:  

• The exclusion is permanent 

• It is a fixed-term exclusion which would bring the pupil's total number of school days of 
exclusion to more than 15 in a term 

• It would result in a pupil missing a public examination  

If requested to do so by parents, the Exclusions Committee will consider the reinstatement of an 
excluded pupil within 50 school days of receiving notice of the exclusion if the pupil would be 
excluded from school for more than 5 school days, but less than 15, in a single term.  

Where an exclusion would result in a pupil missing a public examination, the Exclusions Committee 
will consider the reinstatement of the pupil before the date of the examination. If this is not practicable, 
the Exclusions Committee will consider the exclusion and decide whether or not to reinstate the pupil.  

The Exclusions Committee can either: 

• Decline to reinstate the pupil, or 

• Direct the reinstatement of the pupil immediately, or on a particular date 

In reaching a decision, the Exclusions Committee will consider whether the exclusion was lawful, 
reasonable and procedurally fair and whether the Head teacher and Deputy i/c Behaviour & Attitudes 
followed their legal duties. They will decide whether or not a fact is true ‘on the balance of 
probabilities’, which differs from the criminal standard of ‘beyond reasonable doubt’, as well as any 
evidence that was presented in relation to the decision to exclude. 

Minutes will be taken of the meeting, and a record of evidence considered kept. The outcome will also 
be recorded on the pupil’s educational record.  

The Exclusions Committee will notify, in writing, the Head teacher and Deputy i/c Behaviour & 
Attitudes, parents and the LA of its decision, along with reasons for its decision, without delay.  

Where an exclusion is permanent, Exclusion Committee decision will also include the following: 

• The fact that it is permanent 

• Notice of parents’ right to ask for the decision to be reviewed by an independent review panel, 
and: 

o The date by which an application for an independent review must be made  
o The name and address to whom an application for a review should be submitted 
o That any application should set out the grounds on which it is being made and that, 

where appropriate, reference to how the pupil’s SEN are considered to be relevant to 
the exclusion 
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o That, regardless of whether the excluded pupil has recognised SEN, parents have a 
right to require the Learning Community Trust to appoint an SEN expert to attend the 
review 

o Details of the role of the SEN expert and that there would be no cost to parents for 
this appointment 

o That parents must make clear if they wish for an SEN expert to be appointed in any 
application for a review 

o That parents may, at their own expense, appoint someone to make written and/or oral 
representations to the panel, and parents may also bring a friend to the review 

• That if parents believe that the exclusion has occurred as a result of discrimination, they may 
make a claim under the Equality Act 2010 to the first-tier tribunal (special educational needs 
and disability), in the case of disability discrimination, or the county court, in the case of other 
forms of discrimination. A claim of discrimination made under these routes should be lodged 
within 6 months of the date on which the discrimination is alleged to have taken place 

7. An independent review  

If parents apply for an independent review, the Learning Community Trust will arrange for an 
independent panel to review the decision of the governing board not to reinstate a permanently 
excluded pupil.  

Applications for an independent review must be made within 15 school days of notice being given to 
the parents by Exclusions Committee of its decision to not reinstate a pupil. 

A panel of 3 or 5 members will be constituted with representatives from each of the categories below. 
Where a 5-member panel is constituted, 2 members will come from the school governors category 
and 2 members will come from the headteacher category.  

• A lay member to chair the panel who has not worked in any school in a paid capacity, 
disregarding any experience as a school governor or volunteer 

• School governors who have served as a governor for at least 12 consecutive months in the 
last 5 years, provided they have not been teachers or headteachers during this time 

• Headteachers or individuals who have been a headteacher within the last 5 years 

A person may not serve as a member of a review panel if they: 

• Are a member or director of the Learning Community Trust, or governing board of the 
excluding school 

• Are the headteacher of the excluding school, or have held this position in the last 5 years 

• Are an employee of the Learning Community Trust, or the governing board, of the excluding 
school (unless they are employed as a headteacher at another school) 

• Have, or at any time have had, any connection with the Learning Community Trust, school, 
governing board, parents or pupil, or the incident leading to the exclusion, which might 
reasonably be taken to raise doubts about their impartially 

• Have not had the required training within the last 2 years (see appendix 1 for what training 
must cover) 

A clerk will be appointed to the panel.  

The independent panel will decide one of the following: 

• Uphold the governing board’s decision 

• Recommend that the governing board reconsiders reinstatement 

• Quash the governing board’s decision and direct that they reconsider reinstatement (only 
when the decision is judged to be flawed) 

The panel’s decision can be decided by a majority vote. In the case of a tied decision, the chair has 
the casting vote.  
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8. School registers 

A pupil's name will be removed from the school admissions register if:  

• 15 school days have passed since the parents were notified of the exclusion panel’s decision 
to not reinstate the pupil and no application has been made for an independent review panel, 
or 

• The parents have stated in writing that they will not be applying for an independent review 
panel 

Where an application for an independent review has been made, the governing board will wait until 
that review has concluded before removing a pupil’s name from the register. 

Where alternative provision has been made for an excluded pupil and they attend it, code B 
(education off-site) or code D (dual registration) will be used on the attendance register.  

Where excluded pupils are not attending alternative provision, code E (absent) will be used.  

9. Returning from a fixed-term exclusion 

Following a fixed-term exclusion under 2 days, a re-integration meeting will be held involving the 
pupil, parents, a member of senior staff and other staff, where appropriate. The outcome will be clear 
actions that are communicated to all appropriate staff. 

For exclusions between 3 and 5 days, there will be a reintegration panel meeting involving pupil, 
parents, SLT lead and where possible a governor. These ‘full review and action’ meetings will provide 
clear and measurable actions and outcomes. Evidence of the meetings will be provided through the 
completion of Appendix 1. 

For all exclusions the Head teacher, Headteacher, Deputy need to consider the risk to the student, 
family and community and complete a risk assessment. 

10. Monitoring arrangements 

Deputy i/c Behaviour & Attitudes monitors the number of exclusions every term and report back to the 
LCT Trust, Head teacher, Headteachers and LGB.  

The following data needs to be collected 

• Pupil Premium, EAL, SEND, CIC, L/M/H Band 

• Male/Female 

• Year groups 

• Number of days/sessions 

• Repeat exclusion numbers 

• Incident breakdown – identification of patterns/trends 

They also liaise with the local authority to ensure suitable full-time education for excluded pupils.  

 

This policy will be reviewed by the Trust every year. At every review, the policy will be shared with the 
local governing board.  

11. Links with other policies 

This exclusions policy is linked to specific schools: 

• Behaviour policy  

• SEN policy and information report  



 

 

APPENDIX 1 
FTE RE-INTEGRATION MEETING 

 

 

ATTENDANCE 
REGISTER 

   

   

DATE OF MEETING:  LOCATION:  

PUPIL DETAILS 

Pupil’s name:  

Year group/class:   

Name of parent/guardian:  

Contact details:  

Is the pupil in care? Yes/no  

Is the pupil subject to a child protection plan? 
Yes/no, if yes please give details 

 

Is the pupil identified as having special 
educational needs (SEN)? Yes/no 

 

Is the student in receipt of pupil premium 
funding? 

 

 

REVIEW OF CURRENT ATTENDANCE 

Attendance this term Attendance this year 

Number of days absent:   Number of days absent:   

Attendance (%):  Attendance (%):   

 

DETAILS OF EXCLUSION 

Date of exclusion: Date of return to school: Total number of days excluded: 

   

Reason for exclusion: 
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REVIEW OF ACADEMIC PROGRESS 

Subject: Target grade: Current grade: Teacher Comments: 

English Lit/Lang    

Maths    

Science    

PE    

History    

Geography    

Languages    

IT    

    

    

    

Please include the use of internal reward/sanction systems. 

 

TARGETS FOR BEHAVIOUR AND LEARNING 

Issue to be solved Action  Timescale 
review 
date 

   

   

   

   

Other actions agreed: 

 

Restorative meeting           Pupil on report      Additional SEN support      Behaviour Contract 

 

Internal Isolation           Timetable changes      Curriculum changes         Other (please specify) 
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ADDITIONAL COMMENTS 

Pupil’s comments: 

 

 

 

 

Parent/guardian’s comments: 

 

 

 

 

School’s comments: 

 

 

 

 

 
 

 
FORMAL AGREEMENTS 

Pupil Signature Parent/Guardian Signature School Signature 

   

Date Agreed:  

Follow up Meeting if Required:  
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Checklist 1a (this should be used alongside checklist 1b where appropriate) - Prior 
to an exclusion 

Key consideration questions Consideration given Comment 

Has the child or young person been excluded 

before? What was impact of this? 

  

Have the following been engaged to help 

prevent exclusion?  

• Child or young person;  

• Parents/carers;  

• Key education staff; and 

• Other professionals (e.g. Social work, 

Educational Psychologist). 

  

Has there been clear assessment of the child or 

young person and their needs? 

  

Have additional support/interventions been 

provided for the child or young person? 

  

Have alternative arrangements been made for 

the child or young person prior to the exclusion? 

e.g. curriculum alternatives, temporary 

placement in base, use of virtual learning 

  

How can the staged intervention process and 

school partnerships be utilised to further support 

this child or young person? 

  

Has the incident that precipitated the 

consideration of exclusion been reviewed with 

all staff who were present to explore fully what 

happened? 

  

Has another professional from within the school 

who is not directly involved, been consulted on 

the situation in order to provide a different 

perspective? 
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Has the child or young person been consulted 

on their views of the situation? 

  

Key consideration questions Consideration given Comment 

Has Pupil Support/Guidance/Key worker, or if 

available, has the lead professional been 

consulted on how to move forward? 

  

Has the possible impact of exclusion on the 

child or young person been considered in light of 

individual circumstances? 

  

Does the child or young person's recent 

presentation constitute a wellbeing concern? 

  

What might the impact of an exclusion be on a 

child or young person's wider circumstances? 

  

What impact might an exclusion have on the 

planning processes? 

  

Has a risk assessment been completed for the 

child or young person where appropriate? 

  

What are the hoped for outcomes of an 

exclusion? Are there other alternatives that 

might achieve this? 

  

Has there been consideration given to length of 

exclusion to ensure it is proportionate and in 

best interests of child/young person? 

  

Have all other options been considered before 

deciding on exclusion as a necessary step?   
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Checklist 1b (to be used alongside checklist 1a if appropriate) - Individual 
circumstances 

Individual 

circumstance 

Additional consideration Consideration 

given 

Comments 

Looked After 

child 

Social worker consulted prior to 

decision 

  

Education manager or lead 

professional (where one exists) 

consulted on plan regarding 

particular issues 

  

Appropriate arrangements made 

with regard to support/care and 

wellbeing at home 

  

Decision made as to whether 

exclusion to go ahead 

  

Child on Child 

Protection 

Register/child 

protection 

concerns 

previously 

raised 

Child Protection Designated 

Officer and Social Worker 

consulted 

  

Education authority consulted 

about appropriate provision 

  

Appropriate arrangements for 

return into school considered 

  

Child with 

additional 

support needs 

Other professionals involved with 

child consulted on continuation of 

any additional input 

  

Confirmation sought that child or 

young person is not being 

excluded for reasons associated 

with disability 

  

Individual 

circumstance 

Additional consideration Consideration 

given 

Comments 

 
Ensure that child or young person 

is not being excluded for reasons 

associated with a protected 

characteristic 
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Account is taken of impact of 

exclusion on child or young 

person's learning and support 

provision 

  

 
Consideration is given to review 

of any Child's plan or Coordinated 

Support Plan 

  

 
Transition planning is taken into 

account with regard to return to 

school 

  

Children from 

an area of 

socioeconomic 

deprivation 

Consideration should be given to 

the impact on child's wellbeing, 

e.g. free school meals 
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Checklist 2 - Decision to exclude has been made (this checklist should be used after 
completion of Checklist 1a (and 1b where appropriate) 

Action to be taken Action taken Comment 

Child or young person is informed he/she is to be 

excluded 

  

Immediately inform parents/carers verbally 
  

Looked after children and children or young people 

on Child Protection Register/child protection 

concerns - communication with all potential carers 

as well as any person who may have parental 

rights and responsibilities 

  

Looked after children and children or young people 

on Child Protection Register/child protection 

concerns - decision communicated to lead 

professional, Social Worker, Key Worker, Foster 

Carer, Educational Psychologists and Head of 

Service 

  

Make arrangements for child or young person to be 

sent or taken home. Child or young person not to 

leave school until safety, health and wellbeing 

assured and appropriate arrangements are in place 

  

If parents/carers cannot be contacted child or 

young person must be supervised at school until 

suitable arrangements can be made 

  

If verbal contact made, follow up by written 

confirmation of exclusion on same day exclusion 

takes place. Include reason for exclusion and 

information on Right of Appeal 

  

Inform of date, time and place where Head Teacher 

or official of authority is available to discuss the 

exclusion 

  

If child or young person is of legal capacity inform 

them in writing of exclusion and right of appeal 
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Record of exclusion filled out - incident report form 
  

Action to be taken Action taken Comment 

Ensure exclusion is recorded accurately on 

SEEMiS 

  

All documents relating to exclusion to be retained in 

Pupil's Progress Record 

  

Appropriate educational provision to be provided 

and monitored, e.g. course work, access to library, 

online learning 

  

Arrangements for the child or young person to 

access any existing support made (outwith school if 

necessary) 

  

A contact person should be allocated for 

parent/carer/young person to liaise with re. 

educational provision 

  

Parent/carer should be informed of their 

responsibility to ensure child or young person is 

provided with appropriate education throughout the 

period of exclusion 

  

Parent/carer should be provided with information on 

support to assist them or advocate on behalf of 

child or young person 

  

Notify local authority 
  

If exclusion is lengthy or multiple, refer to local 

authority for support in decision making 

  

If parent/carer and/or child or young person 

exercise their right of appeal, meet with 

parent/carer and child or/young person and/or an 

advocate for the child to discuss 

  

 

 



 

Appendix 3 

Student Risk Assessment  

Name of student:  Date Written:  

Assessment compiled by:  Review Date:  

Task Analysis Summary 

•  

Summary of historical and current concerns 

•  

Current Agencies/Professionals involved 

Agency/Professional Name Contact details 

   

   

   
 

School/Staff based actions: 

Identified Risk to student and 
others 

HOW 
LIKELY? 

HOW 
SEVERE? 

RAG Preventative Actions taken by Academy Staff 
Lead 

If Actions Fail……escalation 
pathway 

5=Certain 
4=Probable 
3=Possible 
2=Not impossible 
1=Never 

5=Extreme 
4=Significant 
3=High 
2=Mid 
1=Low 

20-25 = RED 
10-19 = Amber 
2-9 = Green 

1     •    

2     •    

3     •    

4     •    
 

Home Visits/Modified Timetable/Alternative Provision Actions: 

Identified Risk to student and 
others 

HOW 
LIKELY? 

HOW 
SEVERE? 

RAG Preventative Actions taken by Academy Staff 
Lead 

If Actions Fail……escalation 
pathway 

5=Certain 
4=Probable 
3=Possible 
2=Not impossible 
1=Never 

5=Extreme 
4=Significant 
3=High 
2=Mid 
1=Low 

20-25 = RED 
10-19 = Amber 
2-9 = Green 

1     •    

2     •    

3     •    
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4     •    

4     •    

 

Next steps 

•  

Summary checks 

Has this document been reviewed by EWO? Y    N Has this document been shared with external agencies? Y    N 

Has this document been approved by DSL? Y    N Is the Headteacher aware of all aspects of this student? Y    N 

Signed (Writer): Date:  Signed DSL: 
 

Date:  

 

 

 


