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Glossary 

COT:        Chair of Trustees 
DOSP:       Director of Safeguarding and Pastoral 
GOVP:       Trust Governance Professional 
HOS:         Head of School 
IRP:           Independent Review Panel 
LA:            Local Authority 
LAC:         Looked After Child 
Parents:   Umbrella term also including carers and legal guardians 
SEND:      Special Educational Needs or Disabilities 
VSH:         Virtual School Head 
YOT:         Youth Offending Team 
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Section One: Guidelines and Protocols 

 

Policy Aims and Legal Duties 
 
The trust is committed to outstanding educational outcomes. Exemplary standards of student 
behaviour and conduct are critical elements supporting this. Suspensions and exclusions are two 
means by which schools can uphold standards, always made after careful consideration of their 
impact on students. 
 

Suspensions and exclusions may only be made by HOS for disciplinary reasons, although this 

responsibility may be delegated to other senior leaders at their discretion. They must only be made on 

disciplinary grounds and not for non-disciplinary reasons such as academic performance or unmet needs 

alone. This includes behaviour outside school.  

 

They must be rational, reasonable, fair, and proportionate with parents informed when occurring with 

reasons. In deciding whether to suspend/exclude, schools must ensure that appropriate and 

reasonable early interventions have been implemented and clearly recorded prior to considering 

exclusion, except in cases of a serious one-off incident 

 

The civil ‘balance of probabilities should be applied when making suspension or exclusion decisions.  

Schools must also ensure that they do not discriminate against students according to protected 
characteristics and comply with their statutory SEND duties and not exclude because a student has 
additional needs or disability. 

Where appropriate, the views of the pupil must be sought and taken into account as part of the 

decision-making process, considering their age, understanding, and communication needs. 

 

Duration 

A student may be: 

• Suspended for one or more fixed-term periods up to a maximum of forty-five school days in an 
academic year. A suspension does not have to be for a continuous period and can be for part of 
the school day, for example lunchtimes.  

or 

• Excluded on a permanent basis.  

Suspensions cannot be converted into exclusions. However, where further evidence is found, a further 
suspension or exclusion may begin immediately after the suspension. Where it occurs, parents must 
receive separate notification explaining why this decision has been made.  

 
Record Keeping 
 

All suspensions and exclusions must be formally recorded.  Records must include the reason for the 

decision, evidence considered, details of any prior interventions and support provided, safeguarding 

considerations, and any SEND or equality factors taken into account. 

Schools must not employ informal or unofficial exclusions, such as sending a student home ‘to cool 

off,’ which are unlawful regardless of agreement with parents. 
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Monitoring and Evaluation of Exclusion Trends 

 

To ensure fairness and reduce any biases, the trust will regularly review exclusion data to identify and 
if necessary, address trends. This includes: 

• Analysing exclusion rates by protected characteristics (e.g., SEND, race, gender). 

• Identifying repeat suspensions, or clustering by school, year group, or cohort. 

• Reporting findings to trustees on at least a termly basis. 

• Using data insights to inform CPD, pastoral strategies, and behaviour policy reviews. 
 

Findings from monitoring should be used to evaluate the effectiveness of behaviour policies and to 

inform continuous improvement in inclusive practice. 
 
 
Contextual Factors 
 

Contextual factors such as bereavement, mental health issues or bullying should all be considered 

as reasons for poor conduct. Persistent disruptive behaviour may be an indicator of unmet needs, 

and schools should try to identify causal factors and make early interventions to prevent recurrence. 

These interventions must be proportionate, targeted, and recorded to demonstrate that exclusion has 

been considered only after appropriate support strategies have been implemented. 
 

When a student has multiple suspensions or is approaching the legal limit (45 days in an academic 
year) consideration should also be made as to whether suspensions are providing an effective 
sanction.  

 

Safeguarding and Exclusions 

Safeguarding concerns must always be considered in decisions to suspend or exclude a student n 
accordance with the provisions of “Keeping Children Safe in Education” (KCSIE). If a student is 
subject to a child protection plan, has a social worker, or is LAC, this must be taken into consideration. 
The DSL must be consulted before any exclusion decision in these cases. 

Where a safeguarding allegation leads to an exclusion, risk assessments must be conducted and 

documented. These records must clearly demonstrate how safeguarding considerations informed the final 

decision. 

 
Exclusions 

Exclusions are a last resort in response to a single serious breach or persistent serious breaches of 

the school’s behaviour policy, where allowing the student to remain in school would create significant 

harm to the education or welfare of them or other students. Schools must be able to demonstrate that 

exclusion is a proportionate response and that alternative strategies have been considered, unless 

the seriousness of the incident justifies immediate exclusion. 

 

A list of non-exhaustive examples that may lead to exclusion include: 

 
• Serious physical assault against another student or staff member. 

• Sexual or racial assault. 



 

 

5  

 

• Supplying or using an illegal drug. 

• Carrying an offensive weapon. 

• Serious ongoing bullying. 

 
Duty to Inform 
 

Parents 

Schools must inform parents of a suspension or exclusion without delay. Where possible, this should 
be done in person or by telephone as this provides them with an opportunity to ask questions or raise 
concerns. This is followed by formal written notification which can be delivered or posted to their home 
address. Notification may be sent electronically if parents have agreed to this.  

Formal notification should be in simple, accessible language providing details of:  
 

• Length of suspension or decision to exclude. 

• Reason(s) 

• Rights of appeal and how to do this. 

• Right to representation at an exclusion appeal hearing or be accompanied by a friend. 

• Their legal duty to ensure their child must not be present in a public place during school hours for 
the duration of the suspension/exclusion. 

• Their right to request the appeal meeting be held remotely and how and to make this request.  
 

Notification must also include details of any alternative provision arrangements and reintegration 

expectations where applicable. 

 

 

Social Workers, VSH and YOT 

VSH and social workers must be informed without delay of any suspension or exclusion of any child 
under their care. This must include duration, reason and arrangements for any appeals hearing. 
Where a child has a YOT worker, they must also be informed. 
 
DOSP 
 
HOS must inform the DOSP without undue delay of any exclusion, or any suspension that results in 
a pupil being suspended for more than fifteen school days in one term or missing a public examination 
or national curriculum test.  

 
LA  

The LA must be informed without delay of all suspensions and exclusions, their duration and reason.  

Where a student lives in another LA to the school, their home LA must also be informed.  
 
Cancelling Exclusions  

Exclusions may be cancelled before trustees meet to consider reinstatement. Where occurring, the 

parents, LA, and VSH or social worker (where relevant) must be informed. 

 

Parents should also be offered the opportunity to meet the HOS to discuss why the exclusion was 

cancelled. The student must be allowed back into school without delay, with days out of school prior 

to cancellation counting towards the maximum of forty-five excluded school days in any school year. 
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Sixth Day Alternative Provision 
 

Where a suspension is longer than five consecutive school days, the school must arrange suitable 

full-time education provision to start no later than the sixth school day of suspension. Parents must 

be informed in writing at least 48 hours prior to commencement of the provision address, starting 

date, timings of the day, and first day arrangements. The 48-hour rule may be waived with the 

agreement of parents when provision is made before the sixth day of suspension. Schools should 

take reasonable steps to provide and mark appropriate work during the period prior to the sixth-day 

provision commencing. Provision arrangements must be clearly documented and communicated to all 

relevant parties. 

 
 
The LA will arrange this sixth-day provision for excluded students, which will be in the same or home 
LA. 
 
Reintegrating Suspended Students 

 

Schools must arrange a reintegration meeting with parents following suspension, to help facilitate an 

effective reintegration to school. A structured reintegration plan should be agreed, including clear 

expectations, support strategies, and, where appropriate, a phased return. Responsibility for 

monitoring the reintegration should be assigned to a named member of staff, with review points to 

evaluate progress. This may discuss the use of behaviour contracts, student reports, phased returns, 

re-integration units, or pastoral support plans. 

 

Alternatives to Suspensions or Exclusions 

 

Schools may consider alternatives to suspensions or exclusions as follows: 

Off-Site Directions 

Are when a student is temporarily directed to attend another education setting to improve behaviour. 
They should only be used as a short-term intervention to improve behaviour following the failure of 
school interventions, and students must continue to receive a broad and balanced curriculum while 
under the direction. 

A written plan should be agreed in advance. The written plan must meet statutory requirements and 

include clear objectives, placement details, review arrangements, and information sharing protocols 

in line with current DfE guidance. 

 

 Parents and, where applicable, the LA (for students with EHCPs) must be notified in writing no later 

than two school days before the start of placement.  

Placements must be regularly reviewed with review meetings including parents, relevant 
professionals (e.g., social worker, VSH), and pupils where appropriate. Written records of progress 
and review decisions must be maintained. 
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Managed Moves 

Are a voluntary, permanent transfer of a student to another school as an alternative to exclusion. They 
must be agreed by the current school, receiving school, and parents, and only used in the best 
interests of the student and as part of a broader pastoral support plan. 

To be eligible, students must have had significant prior intervention efforts and evidence of multi-
agency involvement where relevant. They must be supported by a structured transition plan and risk 
assessment, with comprehensive information sharing between schools (attainment, behaviour 
history, SEND needs, safeguarding, etc.). 

Parents must never be pressured into agreeing to a Managed Move. The pupil’s views should also 

be considered as part of the managed move decision-making process. 
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Section Two: Appeals 
 
Trustees have a duty to review suspensions or exclusions in the following circumstances: 
 
• When a student is excluded. 
• When a student is suspended for more than 15 days in a term or 45 days in an academic year. 
• Where a suspension or exclusion would result in missing a public examination or national 

curriculum test. Trustees should consider the interests and circumstances of the excluded student, 
circumstances of the exclusion, and the interests of other students and staff at the school. The 
COT will decide when it is not possible for trustees to meet prior to the examination or test. 

 
Exclusion Appeal Hearings 
 

Initial appeal hearings are overseen by CAT trustees who decide whether to uphold or overturn the 

original decision to exclude based on the civil ‘balance of probabilities basis. They must allow the 

attendance and representations from the HOS and other senior leaders, parents, and the excluded 

student. Reasonable steps should be taken to ensure the pupil can express their views, either 

directly or through representation. 
  
The decision of trustees will be formally communicated to all parties in writing within three school 
days. Meeting minutes will be available on request. 
 
Where the decision is to uphold the original decision to exclude, parents must be informed of their 
right to request an IRP, providing the following information: 
 
• Grounds for appeal. 
• To whom appeals should be made. 
• Appeal deadlines (within fifteen school days of notification of the trustee’s decision). 
• Explain how SEND needs may be relevant to the exclusion. 
• Their right to request a SEND expert attend the review (irrespective of whether the student has 

SEND needs) and their role in the process. 
• Right to appoint someone to make representations at the hearing or be accompanied by a friend. 
• Right to make a claim under the Equality Act 2010 to the First Tier (Special Educational Needs 

and Disability) Tribunal in the case of disability discrimination, or the County Court in other cases 
of discrimination within a six-month time limit from the date on which the discrimination is alleged 
to have taken place. 

 
IRP  
  

These are organised at the request of parents, which must be made within 15 school days of them 

receiving formal notification of the trustee’s decision to uphold the exclusion. Panels have three 

suitably trained members:  

 

Chair: A lay member who has not worked in any school in a paid capacity, except as a governor, 
trustee or volunteer.  
 
School Trustee/Governor: who has served in this capacity for at least twelve consecutive months in 
the last five years, provided they have not been a teacher during that time. 
 
HOS (or equivalent): Their experience should ideally reflect the education phase of the student and 
occupied this role within the last five years. 

Members must not be: 
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• A trustee or member of the excluding trust, or governor at the excluding school. 

• HOS at the excluding school or held this position within the last 5 years. 

• Are an employee of the trust, or had any connection with the school or trust which might 
reasonably raise doubts about their impartiality. 

 
Clerk 

A meeting clerk will be appointed to oversee the appeal. They must not have attended the initial 
school appeal and possess good knowledge of legislation relating to exclusions. Responsibilities 
include:  

• Distributing documentation to all parties with at least five school days of the hearing. 

• Introduce all parties, detailing their role and rights at the meeting. 
• Determine whether the student should attend the meeting, and if not make it clear to them and 

their parents that they may provide a written statement representing their views. 
• Decide whether it is appropriate for the alleged victim/s to make representations at the meeting 

(in-person or written statement). 
• Affirm the principle that students are entitled to know the full reasons for exclusion. 
• Take full and accurate meeting minutes. 
 
Documents 
 

Documentation must demonstrate the rationale for the exclusion decision, including evidence of 

prior support and interventions where applicable. 
 
These must include: 
 

• The trustee’s formal outcome letter explaining why they upheld the exclusion. 

• Relevant policies (Behaviour; Suspensions and Exclusions). 

• Other documents considered at the initial appeal hearing.  

• Parents IRP appeal letter stating grounds for appeal. 

• New evidence (school cannot include new evidence justifying the exclusion). 
 
 
Decisions 
 
Panel members must consider the interests and circumstances of the excluded student, 
circumstances of the exclusion, as well as the interests of other students and staff at the school.  
 
Their decisions are made on the civil ‘Balance of Probabilities’ basis with one of three outcomes: 

• Uphold. 
• Recommend the school reconsiders re-instatement. 
• Quash the decision and direct trustees to consider reinstatement.  

In doing this the following legal tests must be applied: 

• Illegality: Did the school act outside the scope of its legal powers in deciding the student should 
not be reinstated? 
 

• Irrationality: Did the school rely on irrelevant points, fail to take account of all relevant points, or 
make a decision so unreasonable that no governing board acting reasonably in such 
circumstances could have made it? 
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• Procedural Impropriety: Was the original decision so procedurally unfair or flawed that justice 
was clearly not done? This must be a substantive breach which had a significant impact on the 
quality of the decision-making process.  

 
The panel will send written notification to all parties of the decision within three school days outlining: 
 

• The decision and reasons. 

• Payments to be made if trustees subsequently do not reinstate a student when directed (where 
relevant). 

• Details of what the panel has directed trustees to place on the student’s educational record (where 
relevant). 

 
When the IRP recommends reinstatement, trustees must meet to review this recommendation within 
ten school days, fully considering the reasons for the IRP’s decision. Trustees may decide to ignore 
a recommendation and uphold the original decision, formally notifying parents and LA in writing with 
reasons without undue delay.  
 

Remote Access Meetings 

Parents can request trustee or IRP appeal meetings be held via remote access. Remote access does 

not modify any statutory requirements with meetings applying the same protocols as in-person 

meetings. 

 

Requests should only be agreed where the panel are assured it can be held fairly and transparently. 

The following should be considered:  

 

• Whether technology is appropriate and reliable.  

• Do parents have an appropriate space free from distractions to enable full participation in the 

meeting? 

• Do parents/other attendees have a reliable internet connection? 

• Whether participants understand meeting protocols and how to raise any issues that limits their 

full participation. 

• If all participants can fully communicate their views and fulfil their functions. 

 

Meetings may be held remotely due to extraordinary circumstances such as school closure, flood, 

fire, outbreak of illness or disease. Undue pressure must not be placed on parents to request a remote 

meeting.  

 

Parents wishing to withdraw a remote access request should immediately inform the trust governance 

professional or IRP clerk, who will then arrange an in-person meeting without undue delay. 

 

Social Workers and VSH must be allowed to join meeting via remote access, regardless of format, 

providing trustees/IRP are satisfied that they will be able to make effective contributions. 

Meeting Management 

To help ensure meetings are efficiently managed, the GOVP or IRP clerk should: 

• Provide clear instructions about how to join the meeting, distributing joining instructions in a timely 

manner in advance of the meeting.  

• Identify a named person who can be contacted in advance of the meeting to answer questions 

from parents or other attendees.  
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• Consider holding a test meeting to check that technology is suitable, and all participants can fully 

participate in the meeting.  

• Ensuring the Chair provides a meeting agenda and clear guidance on how the meeting will be 

managed. This includes how participants will make contributions at the meetings, use of chat 

functions, how to request breaks, and how parents can access help or support. 
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