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This guidance sets out the London Borough of Bexley’s policy and procedures for
identifying, registering, tracking and locating children missing education and local
arrangements and school responsibilities for pupils missing out on education.
It also explains the statutory responsibility of schools and local authorities.
This guidance will next be reviewed in January 2019.
1. Context

All children, regardless of their circumstances, are entitled to a full time education which
is suitable to their age, ability, aptitude and any special educational needs they may
have to reach their potential. Local authorities have a duty to establish, as far as it is
possible to do so, the identity of children of compulsory school age who are missing
education in their area.
Local authorities are required to have robust procedures in place to enable them to meet
their duty in relation to these children, including appointing a named person that schools
and other agencies can make referrals.
A child missing from education is a potential indicator of abuse or neglect and is at an
increased risk of underachieving, being victims of abuse, being sexually exploited and
becoming NEET (not in education, employment or training on reaching school leaving
age).
Schools should put in place appropriate safeguarding policies, procedures and
responses for children who go missing from education, particularly on repeat occasions.
It is essential that all staff are alert to signs to look out for and the individual triggers to
be aware of when considering the risks of potential safeguarding concerns such as
travelling to conflict zones, child sexual, criminal or gang exploitation, female genital
mutilation and forced marriage.
Section 436A of the Education Act 1996 (added by section 4 of the Education and
Inspections Act 2006) places a duty on local authorities to make arrangements to
establish the identities of children in their area who are not registered pupils at a school
and are not receiving suitable education otherwise. This duty only relates to children of
compulsory school age who are not on a school roll and not being electively home
educated.

Arrangements made under section 436A also play an important role in fulfilling the
local authority’s wider safeguarding duties. This duty should therefore be viewed
alongside these wider duties and local initiatives that aim to promote the
safeguarding of children.
The Working Together to Safeguard Children (draft Oct 2017) statutory guidance
provides advice on inter-agency working to safeguard and promote the welfare of
children.
Effective information sharing between parents, schools and local authorities is critical
to ensure that all children of compulsory school age are safe and receiving suitable
education. Local authorities should focus their resources effectively in intervening
early in the lives of vulnerable children to help prevent poor outcomes.
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In June 2013, Ofsted implemented new joint inspections for multi-agency arrangements
for the protection of children which includes CMEs. In November 2013, Ofsted published
the report “Pupils Missing out on Education” which recommended that:Each local authority should:


establish a central record of all children not accessing full-time education in the
usual way, including those who are accessing alternative provision full time away
from mainstream school, regardless of where they are on roll; and maintain good
information about the achievement and safety of any child or young person not
accessing education in the usual way.



identify clear lines of accountability for the quality and amount of provision, as
well as the educational and social outcomes, for all children and young people of
compulsory school age who do not access education in the usual way; taking
note of the survey’s finding that this was most effective when a named person at
a senior level was held to account for this statutory duty.



share information across local authority boundaries in a timely and appropriate
way to minimise interruption to a child or young person’s educational provision.



ensure that every child is on the roll of a school, regardless of circumstances,
unless parents have elected to educate their child at home.

Schools, including academies and free schools, should:


with immediate effect, stop unlawful exclusions and provide suitable support for
children and young people with behavioural difficulties.



establish clear accountability for the achievement, safety and personal
development of all children and young people who are on the school roll but not
accessing school in the usual way, and for the quality and amount of provision
made for them.



inform the local authority of any part-time education arrangements, regardless of
the type of school.



keep children and young people on the school roll during periods of illness or
custody (or for as long as it is relevant), in line with Government policy and
guidance.



respond quickly to any early signs of children and young people’s raised anxiety
or dips in their progress, attendance or engagement in learning.



give governors sufficient information about children and young people who are
not accessing school in the usual way, so that governors can challenge the
amount of provision being made and evaluate its effectiveness.

2. Statutory Guidance
Section 436A of the Education Act 1996 (added by section 4 of the Education and
Inspections Act 2006)
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Education Act 1996 (section 7, 8, 14 and 19)
The Education and Inspections Act 2006 (section 4 and 38)
The Education (Pupil Registration) (England) Regulations 2006
Education (Pupil Registration) (Amendment) (England) Regulations 2016
School Admissions Code 2012
Guidance issued in April 2007 to all Local Authorities in the UK gave all LA’s a statutory
duty to have systems and procedures in place to monitor Children Missing from
Education. This was updated in 2014 and clearly outlines the duties of schools and Local
Authorities.
It states that Schools, including Academies and Free Schools, must monitor pupils’
attendance through their daily register. Schools should agree with their local authority
the intervals in which they will inform local authorities of the details of pupils who are
regularly absent from school or have missed 10 school days or more without permission.
Schools must also notify the authority if a pupil is to be deleted from the admission
register in certain circumstances.
Pupils who remain on a school roll are not necessarily missing education but schools
should monitor attendance in accordance with their published Attendance procedures
and address it when it is poor. It is also important that pupils’ irregular attendance is
referred to the authority.
Schools also have safeguarding duties under section 175 of the Education Act 2002 in
respect of their pupils, and as part of this should investigate any unexplained absences.
Academies and independent schools have a similar safeguarding duty for their pupils.
Schools must also arrange full-time education for excluded pupils from the sixth school
day of a fixed period exclusion and inform parents of this in writing. Please refer to
Appendices 1 – 6 for exclusion model letters. The school must also notify the Local
Authority of all exclusions – see appendix 7. The Local Authority in which the pupil
resides is responsible for the sixth day provision following a permanent exclusion – see
appendix 8. Further advice and guidance on exclusions can be found in the DfE
Exclusion from schools and pupil referral units in England: A guide for those with legal
responsibilities in relation to exclusion: September 2017.
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641418/20
170831_Exclusion_Stat_guidance_Web_version.pdf
Statutory guidance was issued in September 2016 to all Local Authorities in England for
Children missing education;
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/C
hildren_Missing_Education_-_statutory_guidance.pdf. This replaced the January 2015
version.
The guidance sets out the key principles to enable local authorities in England to
implement their legal duty under section 436A of the Education Act 2006. Local
authorities should be able to demonstrate that they have considered this statutory
guidance and where it is not followed, they should have reasonable ground for not doing
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so. The advice is not exhaustive and local authorities are expected to take into account
the circumstances of individual cases.

3. Definition of Children Missing Education
Children Missing Education (CME) refers to ‘any child of compulsory school age who is
not registered at any formally approved education activity e.g. school, alternative
provision, elective home education, and has been out of education provision for a
substantial period of time (usually agreed as two months).
A child is classed as a Child Missing Education if they are:

of compulsory school age and



not on a school roll and



not receiving a suitable education otherwise than being at school, for example, at
home, privately or in alternative provision.

A child reaches compulsory school age on or after their fifth birthday.
If they turn 5 between:
1st January and 31st March; they are of compulsory school age on 31st March.
1st April and 31st August; they are of compulsory school age on 31 August.
1st September and 31st December; then they are of compulsory school age on 31st
December.
A child continues to be of compulsory school age until the last Friday of June in the
school year that they reach sixteen.
CME also includes those children who are missing (family whereabouts unknown), and
are usually children who are registered on a school roll or alternative provision.
This might be:
A child who is not at their last known address and either

or
or



has not taken up an allocated school place as expected,



has 10 or more days of continuous absence from school without explanation,



left school suddenly and the destination is unknown

The Local Authority identifies children who may be missing education by working with
partners and other agencies, the LA:


receives notification from an individual or agency of children who are missing
education.



undertakes case work to ensure the parent of a child missing education is offered
suitable full time education.
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Children at particular risk of Missing Education











Children missing from home or care
Children who are at risk of exclusion
Children who have previously been home educated
Children who have medical or mental health needs
Children who have behavioural difficulties in school
Children at risk or harm/neglect
Young Carers
Students from high mobility families -Gypsy, Roma and Travellers (GRT)
Children of migrant families
Children of families in the Armed Forces

Why do children go missing from education?
Children can go missing from education when they fall out of the education system and
there is no systematic process in place to identify them and ensure that they re-engage
with education. The child’s personal circumstances or those of their families may
contribute to this. Some reasons for a child missing education could be:








failure to start school at age 5 and hence never entering the system,
failure to attend school
refusal to attend school
illegal exclusion from school
withdrawal from school by a parent
failure to return after school holiday or period of illness
being unable to find a suitable school place after moving to a new Local Authority
difficulty finding a school place on leaving a custodial establishment

Some children who are missing from education can be identified and supported back
into education quickly but other children may have more complex problems. The reason
for a child missing education must be carefully considered on a case by case basis.
Where a parent/carer is not considered to be providing a child with suitable education,
the CME panel will monitor education welfare officer’s involvement until resolution.
Children and Young People who go Missing from Home, Care or Education
The London Borough of Bexley has written joint operating procedures and practice
guidance for Children missing from home, care or education and child sexual
exploitation. This is supplementary information in addition to Working Together to
Safeguard Children, a guide to inter-agency working to safeguard and promote the
welfare of children, Department for Education Statutory Guidance March 2015:
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
4. School Responsibilities
A school should raise concerns about a child if the child is on their school roll and has:
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stopped attending and no contact can be made with the parent or other
emergency contacts to establish a reason for the absence or



ceased to attend the school and the forwarding address/new school is not known
or



not returned from holiday within 10 schools days of the expected date of return,

In these circumstances the school should try to establish the family’s whereabouts within
10 school days before notifying the local authority, using Bexley’s on-line reporting
system; https://mybexley.firmstep.com/service/Children_missing_education.
The CME support Officer1 will make further enquiries and attempts to locate the family
including:


Asking the CME Education Welfare Officer to visit the home address, making
enquiries with neighbours



investigating all known contacts



liaising with social care, health, housing, police, council tax, benefits agency and
other agencies



making contact with other LAs and CME Officers.

Deletions from the School Roll/Admissions Register
All schools, (including academies and independent schools) must notify the local
authority when they are about to remove a pupil’s name from the school admission
register under any of the fifteen grounds list in the Regulations 8 of the Education (Pupil
Registration) (England) Regulations 2006. This duty does not apply when a pupil’s
name is removed from the admission register at standard transition points – when the
pupil has completed the final year of education normally provided by that school – unless
the local authority requests that such returns are to be made.

When removing a pupil’s name, the notification to the local authority must include:
(a) the full name of the pupil, (b) the full name and address of any parent with whom
the pupil normally resides, (c) at least one telephone number of the parent, (d) the
pupil’s future address and destination school, if applicable, and (e) the ground in
regulation 8 under which the pupil’s name is to be removed from the admission
register (see Annex A).
Schools must make reasonable enquiries to establish the whereabouts of the child
jointly with the local authority, before deleting the pupil’s name from the register if the
deletion is under regulation 8(1), sub-paragraphs (f)(iii) and (h)(iii) (see Annex A).
All schools must also notify the local authority within five days of adding a pupil’s
name to the admission register at a non-standard transition point. The notification
must include all the details contained in the admission register for the new pupil. This
duty does not apply when a pupil’s name is entered in the admission register at a
standard transition point – at the start of the first year of education normally provided
by that school – unless the local authority requests that such returns are to be made
1

Susan Garner is the local authority CME support officer. Susan.garner@bexley.gov.uk
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When adding a pupil’s name, the notification to the local authority must include all the
details contained in the admission register for the new pupil.
A pupil of compulsory school age cannot be deleted from the admissions register when:



The pupil’s whereabouts are known and pupil is not attending.
The pupil has been absent for less than 20 school days.

A pupil of compulsory school age can be deleted from the admissions register and
school must notify the LA no later than the day of deletion when:


Pupil is registered at the school as a requirement of a school attendance order, that another
school is substituted by the local authority for that named in the order or the order is revoked by
the local authority as arrangements have been made for the child to receive full-time education
suitable to his age, ability and aptitude otherwise than at school;



Pupil is registered at another school and has ceased to attend the school and the school have
received written confirmation from the other school giving consent to the deletion;



School receive written notification from parent that pupil is receiving education otherwise (for
instance EHE);



Pupil ceases to attend and no longer lives within a reasonable distance of the school;



Pupil has failed to attend the school within the ten school days immediately following the expiry of
a period of granted leave of absence and the school does not have reasonable grounds to
believe that the pupil is unable to attend school due to sickness and the school and local
authority have failed, after making reasonable enquiries, to locate the pupil.



School receives medical evidence to confirm pupil is unlikely to be in a fit state of health to attend
school before ceasing to be of compulsory school age and neither pupil nor the parent has
indicated to the school the intention to continue to attend the school, after ceasing to be of
compulsory school age;



Pupil is detained in custody following a court order for a period of four months or more and is not
expected to return to school;



Pupil has been continuously absent (unauthorised) for 20 school days, there is not reasonable
grounds to believe that the pupil is unable to attend the school due to illness or any unavoidable
cause and the LA and school have been unable to ascertain where they are despite making
reasonable enquiries;



Pupil will cease to be of compulsory school age before the school next meets and the relevant
person has indicated that the pupil will cease to attend the school or the pupil does not meet the
academic entry requirements for admission to the school’s sixth form;



Pupil at a school other than a maintained school, Academy, city technology college has ceased
to be a pupil of the school;



Pupil is permanently excluded;



Pupil has been admitted to the school nursery and has not transferred to a receipt or higher class
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at the school.


Pupil has died.

Full guidance is available at:- www.legislation.gov.uk/uksi/2006/1751/regulation/8/made

5. Identifying Children Missing Education
Anyone concerned that a child is missing education can make a CME notification to the
Children Missing Education Officer at Bexley Council. Most notifications come from:a) Bexley Council’s Admissions Team
If parents have followed normal admissions processes and it has not been possible to
secure education provision for their child, the admissions team will refer the case to the
CME support officer.
If an address has been given indicating the family are residing in Bexley, the CME
support officer will liaise with the Admissions team to ensure the family know how to find
a school place for their child/children.
If no contact is made with the family or they fail to return a completed School Application
Form, the child will be allocated an Education Welfare Officer who will visit the address
and liaise with the family. If there is no trace of the family at the address, the case will be
discussed at CME Panel and further actions can include referrals to police, community
safety officers and children’s social care.
b) School
see above
c) CME Officer from another LA
When another LA contacts Bexley Council believing a child has moved into the
Bexley area, the CME support officer will find out if contact has been made with
Bexley Council’s Admissions team.
If the child is known to be accessing education, the CME support officer will
inform the referring LA who can remove the child from their CME database.
If no address is provided by the referring LA, but there is reasonable evidence to
suggest a child could have moved to the area, then the CME support officer will
make enquiries and attempt to locate the family.
If the CME support officer is unable to locate the family in Bexley, the referring
LA will be informed so that they can continue to investigate the child as missing
education.

d) Bexley’s Elective Home Education Officer
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If a child registered as Electively Home Educated (EHE) is deemed not to be
receiving a suitable education or has suddenly disappeared and attempts to
contact have failed.
e) Social Worker/Front door MASH – (Multi Agency Safeguarding Hub)
If a child is not on a school roll and there are concerns about the family’s ability to
secure suitable education provision.

f)

Health Services and Hospitals
When a child comes to the attention of a hospital, GP or another health care
professional and do not attend school.

g) Bexley Youth Offending Team
If a child is not on a school roll when placed in the borough due to offending/risk
concerns in their home borough and there are concerns about the risk and
safeguarding arrangements for the child’s education provision.
h) Bexley Special Educational Needs and Disability Team (SEND)
If a child is not on a school roll due to their SEND and parental choice with the
child’s needs are not immediately resolved to secure educational provision.
i)

Bexley Inclusion Team
If a child is not on a school roll and there are concerns about the family’s ability to
secure suitable education provision. This may include offers of school places at
Fair Access Panel which are not taken up by the parent.

Where on notification, concern for a child’s safety or well-being is at risk is identified, the
CME support officer will inform the MASH education officer and notify a member of
children’s services senior management and/or most senior manager available within the
Inclusion team who will decide if further action is required, for example, a referral to
children’s social care and police. The CME support officer titles these emails ‘CME
notification of concern for MASH and management’.

6.

Children with Education, Health and Care (EHC) plans

Children with Education, Health and Care (EHC) plans or statements of special
educational needs (SEN) can be home educated. Where the EHC plan or statement
sets out SEN provision that the child should receive at home, the local authority is
under a duty to arrange that provision. Where the EHC plan or statement names a
school or type of school as the place where the child should receive his or her
education but the parent chooses to home educate their child, the local authority
must assure itself that the provision being made by the parent is suitable. In such
cases, the local authority must review the plan or statement annually to assure itself
that the provision set out in it continues to be appropriate and that the child’s SEN
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continue to be met. These responsibilities are discharged by Bexley’s SEN team.
Some SEN cases are referred to the CME panel to jointly monitor.

7. Tracking Procedure after a Referral has been received:
1. CME support officer receives notification via referral or school on-line
submission
2. Details entered onto ONE database (Children Missing Education Register).
3. Checks are made seeking further information. These can include Council
Housing Department, Council Tax, Health, Immigration, Police, Benefits
Office, Health Services and other council databases.
4. Other relevant authorities/agencies are contacted and evidence collected and
recorded on ONE.
If young person is not located during these initial checks, or within four weeks, the
case is referred to CME Panel.
At CME Panel:a) The case is discussed and where there is concern for a child’s welfare, an
inter-agency referral to children’s social care will be made;
b) CME check that the school has confirmed that they have taken all reasonable
steps to local the child and, if they are concerned, completed an inter-agency
referral to children’s social care
c) The case is allocated a lead officer within the relevant team (e.g. admissions,
education welfare, special educational needs)
d) Actions are agreed on each case
e) Previous actions are reviewed and discussed
f) If child is located and has started school or has moved overseas or
has moved to another borough the child is removed from CME Register.
Where the child is located in another borough a CME referral to that borough
is made.
g) If the child cannot be located, consideration is given to a referral to Children’s
Social Care where this has not already been completed and/or
 The child’s name is entered onto S2S system (lost pupil system)
 The child’s last school is sent a reasonable steps letter reinforcing
their responsibility as b) above.
h) When student is no longer school age then their record is closed on the last
pupil list and involvement on ONE on the last Friday of June.
Local authorities can use additional duties and powers to support their work with
Children Missing Education. These include:




Providing suitable full-time education to permanently excluded pupils from the
sixth school day of exclusion;
Safeguarding children’s welfare, and their duty to cooperate with other
agencies in ensuring children’s safety
Serving notice on parents/carers requiring them to satisfy the Local Authority
that their child is receiving suitable education when the local authority
believes that a child might not be receiving suitable education.
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Issuing School Attendance Orders (SAOs) to parents who fail to satisfy the
local authority that their child is receiving suitable education, and in the
opinion of the authority it is appropriate that the child should attend school.
Prosecuting parents that do not comply with an SAO;
Prosecuting or fining parents who fail to ensure their school-registered child
attends school regularly;
Applying to court for an Education Supervision Order

7. Fair Access Panel
If a parent/carer cannot secure a school place through the usual procedures and the
school appeal process has been exhausted, or with help from the Bexley Council
Admissions team, and/or the child has not be receiving a suitable education for two
months or more, the child will be recorded as CME and assign a lead officer to support
the family.
The case will then be referred to the next Fair Access Panel. Primary and Secondary
Fair Access Panels meet monthly.
8. Referrals to other LAs
If a child leaves a Bexley school and provides an address in a new area but no details of
a new school then the CME support officer at the other LA will be informed.
If that officer can confirm they have located the family, the case will be closed to Bexley
CME Panel. If the other LA is unable to locate the family, but the school has confirmed
the family have moved out of the borough, the case will be closed to Bexley CME.
However if the school does not have this confirmation and they are worried about the
safety of the pupil, they should complete an inter-agency referral to CSC and the CME
support officer or keyworker will continue to investigate the child as missing education
until CSC or police confirm there are no concerns.
9. Schools 2 Schools Website
In rare cases where the child can not been located the CME support officer will publish a
message on the national Schools 2 Schools secure website.
10. Pupils Missing Out On Education

In every local authority area there are children and young people who do not, or cannot, attend fulltime school education in the usual way. Many of these children are not on a school roll and are
considered to be the direct responsibility of the local authority. Others are on a school roll but are not
attending school full time or are attending alternative provisions.
Centrally Held Register
Since Spring Terms 2013-14, Bexley Council has asked every school in Bexley to complete a termly data
return to give details of the children on their school roll who are not receiving a full time education, the
reasons why and how these pupils are being tracked and monitored. The council has developed a “Criteria
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of Concern” to identify the children who the council should monitor and track more closely.
This criteria is:






Any pupil who has appeared on the Pupils Missing Education Register for two consecutive terms
Any pupil who is known to have gone missing from care or home;
Any pupil who is a looked after child, children on child protection or child in need plans;
Any pupil who is has been referred to the Multi-Agency Missing Meeting after being identified as
being at risk of Child Sexual Exploitation;
Any pupil on the Pupil Missing Education Register who has a Statement of Educational Need or
Education, Health and Care Plan and there are ongoing difficulties in securing appropriate
education provision;
Any pupil who is attending school less than 10 hours per week.

The children identified using the “Criteria of Concern” are then monitored and tracked more closely by the
Local Authority. This will involve co-ordination of the case by the Inclusion Officer who will liaise closely
with the school, keyworkers, Social Worker, Education Welfare Officer and family to ensure a reintegration plan is in place. These children’s circumstances are RAG (red, amber, green) rated depending
upon their individual circumstances and the barriers which prevent them returning quickly to full time
education. This register is reviewed monthly by the Inclusion Officer for updates from the professional
network.
CHILDREN MISSING EDUCATION TRACKER
For some children securing a school place quickly or returning to the school on which they are on roll is
not always straightforward.
Any child missing education or pupil missing out on education for whom resolving their education situation
is complex, proving intractable or is increasing their overall vulnerability and wellbeing (e.g. family
circumstances/going missing from home/child sexual exploitation) is placed onto the ‘missing education
tracker’ by the Inclusion Officer. From this, a multi-agency and disciplinary group (the weekly missing
meeting group) review the circumstances of each one on a monthly basis to ensure the professional
network around the child is connected and working together to resolve as quickly as possible.
CHILDREN MISSING EDUCATION PANEL MEMBERSHIP – MONTHLY PANEL
Chair - Head of Youth and Inclusion
CME Administrator
Inclusion Manager
Inclusion Officer
MASH Officer
Senior Education Welfare Officer
Admissions Manager
SEN Officer
EHE Officer

PUPILS MISSING OUT ON EDUCATION MEMBERSHIP TERMLY PANEL
Chair – Head of Youth and Inclusion
Inclusion Officer
SEN Officer
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Education Welfare Officer
YOT education worker

ESCALATION TO MANAGEMENT ARRANGEMENTS
Where the child’s circumstances are proving intractable, a dispute between the professional network
arises or if a school appears not to have followed due responsibilities – for example; in relation to deleting
a pupil from their roll, Inclusion Officers will escalate to the relevant Head of Service i.e. Head of Youth
and Inclusion or Head of Education Partnership, School and Colleges. Where the Heads of Services are
unable to resolve, the matter will be referred to the Deputy Director for Education and Specialist
Children’s Services for a decision.

For any queries relating to this policy and guidance please contact:
London Borough of Bexley - 020 8303 7777
Charlotte Shrimpton Head of Youth and Inclusion Charlotte.shrimpton@bexley.gov.uk
Peter Le Bas
Acting Inclusion Manager Peter.lebas@bexley.gov.ukConnie Kondia
Officer Connie.kondia@bexley.gov.uk
Sue Garner
CME support officer Susan.garner@bexley.gov.uk
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Inclusion

Appendix 1: Model exclusion letter 1 (January 2017)
From the head teacher notifying the parent, of a fixed period exclusion of 5 school days or fewer in
one term and where a public examination is not missed
Dear [parent/carer'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. The exclusion
[begins/began] on [date] and ends on [date].
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].
We will set work for [name of child] to be completed during the period of exclusion as specified in the
previous paragraph. Please ensure that work set by the school is completed and returned to us promptly
for marking [detail the arrangements for this].
You have a duty to ensure that your child is not found in a public place during this exclusion i.e. [specify
dates] unless there is reasonable justification for this. I must warn you that you may be prosecuted or
receive a penalty notice from the local authority, if your child is found in a public place during normal
school hours, on the specified dates, without reasonable justification.
You have the right to make representations to the governing body. If you wish to make representations
please contact [name of contact] on/at [contact details: address, telephone number, email], as soon
as possible. Whilst the governing body has no power to direct reinstatement, they must consider any
representations you make and may place a copy of their findings on your child’s school record.

If you think this exclusion has occurred as a result of discrimination then you may also make a claim under
the Equality Act 2010 to the First Tier Tribunal (Special Education Needs and Disability) in the case of
disability discrimination, or the County Court, in the case of other forms of discrimination. Making a claim
would not affect your right to make representations to the governing body.
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.
You may wish to contact Connie Kondia, Inclusion Officer for Bexley Council Local Authority, who
can provide advice. She can be contacted by telephoning 020 3045 4234 or by emailing
connie.kondia@bexley.gov.uk.
You may also find it useful to contact Coram Children’s Legal Centre, which is an independent national
advice centre that offers information and support on state education, including on exclusion from school.
They can be contacted on 08088 020 008 or at www.childrenslegalcentre.com. A copy of the
Government’s guidance, ‘Exclusion from maintained schools, Academies and Pupil Referral Units in
England’, can downloaded from the Department for Education’s website at www.education.gov.uk.

[The following paragraph may be used if the head teacher chooses to hold a reintegration interview]
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You [and your child or pupil’s name] are requested to attend a reintegration interview with me
[alternatively specify the name of another member of staff] at [place] on [date] at [time]. If that is not
convenient, please contact the school as soon as possible to arrange a suitable alternative date and time.
The purpose of the reintegration interview is to discuss how best your child’s return to school can be
managed.
[Name of child]'s exclusion expires on [date] and we expect [name of child] to be back in school on
[date] at [time].
Yours sincerely

[Name]
Headteacher
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Appendix 2: Model exclusion letter 2 (January 2017)
From head teacher notifying the parent of a fixed period exclusion when the total
period of exclusion is more than 5 and up to and including 15 school days in total in
one term
Dear [parent/carer's name]
I am writing to inform you of my decision to exclude [child's name] for a fixed period of
[specify period ]. This means that [child's name] will not be allowed in school for this
period. The exclusion [begins/began] on [date] and ends on [date].
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].
We will set work for [name of child] to be completed during the first five school days of
this exclusion. Please ensure that work set by the school is completed and returned to
us promptly for marking [detail the arrangements for this].
You have a duty to ensure that your child is not found in a public place during the first
five school days of this exclusion i.e. [specify dates] unless there is reasonable
justification for this. I must warn you that you may be prosecuted or receive a penalty
notice from the local authority, if your child is found in a public place during normal
school hours, on the specified dates, without reasonable justification.
[Paragraph for use if the individual exclusion is for more that five days. If you are
unable to supply information on the alternative arrangements now it must be
provided in a follow up letter without delay and no later than 48 hours before the
provision is due to start].
From the sixth school day of [pupil name]’s exclusion [specify date] until the expiry of
the exclusion [specify date] we will provide suitable full-time education. On [specify
date] [child’s name] should attend at [give the name and address of the alternative
provider] at [specify the time – this may not be identical to the start time of the
home school] and report to [staff member’s name].
You have the right to request a meeting of the governing body at which you may make
representations and the decision to exclude can be reviewed. As the period of exclusion
exceeds more than five school days in one term the governing body must meet if you
request it to do so. The latest date by which the governing body must meet is [insert
date — no later than 50 school days from the date the governing body is notified
of this exclusion]. If you wish to make representations to the governing body and wish
to be accompanied by a friend or representative please contact [name of contact] on/at
[contact details - address, telephone number, email], as soon as possible. [Pupil’s
name] is also able to attend and participate in the meeting if you feel it is appropriate to
do so. Please advise if you have a disability or special needs which would affect your
ability to attend a meeting at the school. Also, please inform [contact] if it would be
helpful for you to have an interpreter present at the meeting.

If you think this exclusion has occurred as a result of discrimination then you may also
make a claim under the Equality Act 2010 to the First Tier Tribunal (Special Education
Needs and Disability) in the case of disability discrimination, or the County Court, in the
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case of other forms of discrimination. Making a claim would not affect your right to
make representations to the governing body.
You also have the right to see and have 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.
You may wish to contact Connie Kondia, Inclusion Officer for Bexley Council Local
Authority, who can provide advice. She can be contacted by telephoning 020 3045
4234 or by emailing connie.kondia@bexley.gov.uk.
You may also find it useful to contact Coram Children’s Legal Centre, which is an
independent national advice centre that offers information and support on state
education, including on exclusion from school. They can be contacted on 08088 020 008
or at www.childrenslegalcentre.com. A copy of the Government’s guidance, ‘Exclusion
from maintained schools, Academies and Pupil Referral Units in England’, can be
downloaded from the Department for Education’s website at www.education.gov.uk.

[The following paragraph may be used if the head teacher chooses to hold a
reintegration interview]
You [and your child or pupil’s name] are requested to attend a reintegration interview
with me [alternatively specify the name of another member of staff] at [place] on
[date] at [time]. If that is not convenient, please contact the school as soon as possible
to arrange a suitable alternative date and time. The purpose of the reintegration
interview is to discuss how best your child’s return to school can be managed.
[Name of child]'s exclusion expires on [date] and we expect [name of child] to be back
in school on [date] at [time].
Yours sincerely
[Name]
Headteacher
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Appendix 3: Model exclusion letter 3 (January 2017)
From the head teacher notifying the parent of a fixed period exclusion when the
total period of exclusion is more than 15 school days in one term
Dear [parent/carer's name]
I am writing to inform you of my decision to exclude [child's name] for a fixed period of
[specify period ]. This means that [child's name] will not be allowed in school for this
period. The exclusion [begins/began] on [date] and ends on [date].
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].
We will set work for [name of child] to be completed during the first five school days of
this exclusion. Please ensure that work set by the school is completed and returned to
us promptly for marking [detail the arrangements for this].
You have a duty to ensure that your child is not found in a public place during the first
five school days of this exclusion i.e. [specify dates] unless there is reasonable
justification for this. I must warn you that you may be prosecuted or receive a penalty
notice from the local authority, if your child is found in a public place during normal
school hours, on the specified dates, without reasonable justification.
[Paragraph for use if the individual exclusion is for more that five days. If you are
unable to supply information on the alternative arrangements now it must be
provided in a follow up letter without delay and no later than 48 hours before the
provision is due to start].
From the sixth school day of [pupil name]’s exclusion [specify date] until the expiry of
the exclusion [specify date] we will provide suitable full-time education. On [specify
date] [child’s name] should attend at [give the name and address of the alternative
provider] at [specify the time – this may not be identical to the start time of the
home school] and report to [staff member’s name].
As the period of exclusion is more than 15 school days in total in one term the governing
body must meet to consider the exclusion. At the review meeting you may make
representations to the governing body if you wish. The latest date on which the
governing body can meet is [date here — no later than 15 school days from the date
the governing body is notified]. If you wish to make representations to the governing
body and wish to be accompanied by a friend or representative please contact [name of
contact] on/at [contact details — address, telephone number, email], as soon as
possible. [Pupil’s name] is also able to attend and participate in the meeting if you feel it
is appropriate for them to do so.
You will, whether you choose to make representations or not, be notified by the clerk to
the governing body of the time, date and location of the meeting. Please advise if you
have a disability or special needs which would affect your ability to attend a meeting at
the school. Also, please inform [contact] if it would be helpful for you to have an
interpreter present at the meeting.

If you think this exclusion has occurred as a result of discrimination then you may also
make a claim under the Equality Act 2010 to the First Tier Tribunal (Special Education
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Needs and Disability) in the case of disability discrimination, or the County Court, in the
case of other forms of discrimination. Making a claim would not affect your right to
make representations to the governing body.
You also have the right to see and have 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.
You may wish to contact Connie Kondia, Inclusion Officer for Bexley Council Local
Authority, who can provide advice. She can be contacted by telephoning 020 3045
4234 or by emailing connie.kondia@bexley.gov.uk.
You may also find it useful to contact Coram Children’s Legal Centre, which is an
independent national advice centre that offers information and support on state
education, including on exclusion from school. They can be contacted on 08088 020 008
or at www.childrenslegalcentre.com. A copy of the Government’s guidance, ‘Exclusion
from maintained schools, Academies and Pupil Referral Units in England’, can be
downloaded from the Department for Education’s website at www.education.gov.uk.

[The following paragraph may be used if the head teacher chooses to hold a
reintegration interview]
You [and your child or pupil’s name] are requested to attend a reintegration interview
with me [alternatively specify the name of another member of staff] at [place] on
[date] at [time]. If that is not convenient, please contact the school as soon as possible
to arrange a suitable alternative date and time. The purpose of the reintegration
interview is to discuss how best your child’s return to school can be managed.
[Name of child]'s exclusion expires on [date] and we expect [name of child] to be back
in school on [date] at [time].
Yours sincerely
[Name]
Headteacher
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Appendix 4: Model exclusion letter 4 (January 2017)
From the head teacher notifying the parent of a fixed period exclusion when the
pupil will miss a public examination or national curriculum test
Dear [parent/carer's name]
I am writing to inform you of my decision to exclude [child's name] for a fixed period of
[specify period ]. This means that [child's name] will not be allowed in school for this
period. The exclusion [begins/began] on [date] and ends on [date].
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].
We will set work for [name of child] to be completed [during the first five school
days/for the period] of this exclusion. Please ensure that work set by the school is
completed and returned to us promptly for marking [detail the arrangements for this].
You have a duty to ensure that your child is not found in a public place during [this
exclusion/the first five school days of this exclusion] i.e. [specify dates] unless
there is reasonable justification for this. I must warn you that you may be prosecuted or
receive a penalty notice from the local authority, if your child is found in a public place
during normal school hours, on the specified dates, without reasonable justification.
[Paragraph for use if the individual exclusion is for more that five days. If you are
unable to supply information on the alternative arrangements now it must be
provided in a follow up letter without delay and no later than 48 hours before the
provision is due to start].
From the sixth school day of [pupil name]’s exclusion [specify date] until the expiry of
the exclusion [specify date] we will provide suitable full-time education. On [specify
date] [child’s name] should attend at [give the name and address of the alternative
provider] at [specify the time – this may not be identical to the start time of the
home school] and report to [staff member’s name].
As this exclusion will result in [pupil’s name] missing a [public examination/ national
curriculum test] the governing body must meet to consider the exclusion. At the review
meeting you may make representations to the governing body if you wish. The latest
date on which the governing body can meet is [date here — no later than 15 school
days from the date the governing body is notified], however as far as is reasonably
practicable to do so, the meeting will take place before the date of the examination or
test. If a meeting is not practical, the chair of governors may consider the pupil’s
reinstatement independently. If you wish to make representations to the governing body
and wish to be accompanied by a friend or representative please contact [name of
contact] on/at [contact details — address, telephone number, email], as soon as
possible. [Pupil’s name] is also able to attend and participate in the meeting if you feel
it is appropriate for them to do so.
You will, whether you choose to make representations or not, be notified by the clerk to
the governing body of the time, date and location of the meeting. Please advise if you
have a disability or special needs which would affect your ability to attend a meeting at
the school. Also, please inform [contact] if it would be helpful for you to have an
interpreter present at the meeting.
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If you think this exclusion has occurred as a result of discrimination then you may also
make a claim under the Equality Act 2010 to the First Tier Tribunal (Special Education
Needs and Disability) in the case of disability discrimination, or the County Court, in the
case of other forms of discrimination. Making a claim would not affect your right to
make representations to the governing body.
You also have the right to see and have 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.
You may wish to contact Connie Kondia, Inclusion Officer for Bexley Council Local
Authority, who can provide advice. She can be contacted by telephoning 020 3045
4234 or by emailing connie.kondia@bexley.gov.uk.
You may also find it useful to contact Coram Children’s Legal Centre, which is an
independent national advice centre that offers information and support on state
education, including on exclusion from school. They can be contacted on 08088 020 008
or at www.childrenslegalcentre.com. A copy of the Government’s guidance, ‘Exclusion
from maintained schools, Academies and Pupil Referral Units in England’, can be
downloaded from the Department for Education’s website at www.education.gov.uk.

[The following paragraph may be used if the head teacher chooses to hold a
reintegration interview]
You [and your child or pupil’s name] are requested to attend a reintegration interview
with me [alternatively specify the name of another member of staff] at [place] on
[date] at [time]. If that is not convenient, please contact the school as soon as possible
to arrange a suitable alternative date and time. The purpose of the reintegration
interview is to discuss how best your child’s return to school can be managed.
[Name of child]'s exclusion expires on [date] and we expect [name of child] to be back
in school on [date] at [time].
Yours sincerely
[Name]
Headteacher
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Appendix 5: Model exclusion letter 5 (January 2017)
From a head teacher notifying the parent of a permanent exclusion
Dear [parent/carer's name]
I regret to inform you of my decision to exclude [child's name] permanently with effect
from [date]. This means that [child's name] will not be allowed in this school unless
[he/she] is reinstated by the governing body. Alternative arrangements for [child’s
name]’s education will be made.
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 governing body must meet to consider it. At the
hearing you may make representations to the governing body if you wish and ask them
to reinstate your child in school. The governing body have the power to reinstate your
child immediately or from a specified date. They also have the power to uphold the
exclusion, in which case you may have their decision reviewed by an Independent
Review Panel.
The latest date on which the governing body can meet is [date — no later than 15
school days from the date the governing body is notified]. If you wish to make
representations to the governing body and wish to be accompanied by a friend or
representative please contact [name of contact] on/at [contact details — address,
telephone number, email], as soon as possible. [Pupil’s name] is also able to attend
and participate in the meeting if you feel it is appropriate for them to do so.
You will, whether you choose to make representations or not, be notified by the clerk to
the governing body of the time, date and location of the meeting. Please advise if you
have a disability or special needs which would affect your ability to attend the meeting.
Also, please inform [contact] if it would be helpful for you to have an interpreter present
at the meeting.
If you think this exclusion has occurred as a result of discrimination as defined by the
Equality Act 2010, then you may raise this with the governing body.
You also have the right to see and have a copy of [name of child]'s school record.
Owing 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.
We will set work for [name of child] to be completed during the first five school days of
this exclusion. Please ensure that work set by the school is completed and returned to
us promptly for marking [detail the arrangements for this].
You have a duty to ensure that your child is not found in a public place during the first
five school days of this exclusion, i.e. on [specify the precise dates] unless there is
reasonable justification for this. I must warn you that you may be prosecuted or receive
a penalty notice from the local authority, if your child is found in a public place during
normal school hours, on the specified dates, without reasonable justification.
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[Paragraph for pupils resident in your LA]
From the sixth school day of the exclusion onwards i.e. [specify date], [name of your
LA] will provide suitable full-time education. This will take place at [name and address
of provision]. [Name of contact person] from [name of provision] will contact you
about the arrangements for starting.
[Paragraph for pupils resident outside of your LA]
From the sixth school day of the exclusion onwards i.e. [specify date], [name of LA
were pupil lives] Council will provide suitable full-time education. I have today informed
[name of officer] at [name of local authority] of your child’s exclusion and they will
contact you about the education arrangements from the sixth school day of the
exclusion. You can contact them at [give contact details].
Connie Kondia, Inclusion Officer for Bexley Council Local Authority can provide
advice regarding exclusion and can be contacted by telephoning 020 3045 4234 or by
emailing connie.kondia@bexley.gov.uk.
You may also find it useful to contact Coram Children’s Legal Centre, which is an
independent national advice centre that offers information and support on state
education, including on exclusion from school. They can be contacted on 08088 020 008
or at www.childrenslegalcentre.com. A copy of the Government’s guidance, ‘Exclusion
from maintained schools, Academies and Pupil Referral Units in England’, can be
downloaded from the Department for Education’s website at www.education.gov.uk.

Yours sincerely
[Name]
Headteacher
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Appendix 6: Exclusion model letter 6 (January 2017)
From the clerk to the governing body to the parent of a permanently excluded pupil
upholding a permanent exclusion
Dear [parent/carer's name]
The meeting of the governing body at [school] on [date] considered the decision by
[head teacher] to exclude [name of pupil] from the school permanently. The governing
body, after carefully considering the representations made and all the available
evidence, have decided to uphold [name of pupil]'s exclusion.
The reasons for the governing body's decision are as follows: [set out the reasons for
their decision in sufficient detail to enable all parties to understand why the
decision was made].
You have the right to have this decision reviewed by an independent review panel. If you
wish to have governing body’s decision reviewed by an independent review panel you
must set out the grounds for the review in writing, including if applicable, details of how
the pupil’s special educational needs (SEN) may be considered relevant to the
exclusion. This should be sent to [insert name and address to whom any review
requests should be sent] by no later than [specify the latest date — the 15th school
day after receipt of this letter]. If you have not lodged a review by [repeat latest date],
your right to a review will lapse.
You have a right to request that an SEN expert also attend the independent review
panel. This will be at no cost to you. The role of the SEN expert is to provide impartial
advice to the panel on how special educational needs might be relevant to the exclusion
and whether the school’s policies or the application of those policies were legal,
reasonable and procedurally fair. It is not the SEN expert’s role to make an assessment
of your child’s special educational needs. If you would like a SEN expert to be appointed
please make this clear to [name of person receiving review application] when you
lodge your application for an independent review.
Please also advise [name of person receiving review application] if you have a
disability or special needs which would affect your ability to attend the hearing. Also,
please inform them if it would be helpful for you to have an interpreter present at the
hearing.
The Independent Review Panel will consist of three members; one a serving (or recently
retired) head teacher; one serving (or recently serving) experienced governor; and one
lay member who will chair the panel. The review panel is independent of the school and
will rehear all the facts of the case. If you have fresh evidence to present you may do so.
The panel must meet no later than the 15th school day after the date on which your
review application is lodged. In exceptional circumstances panels may adjourn a hearing
until a later date.
You can make representations to the review panel and may, at your own expense,
appoint someone to make written and/or oral representations on your behalf. If you wish
to you may also bring a friend to the review. [Pupil’s name] is also able to attend and
participate in the review if you feel it is appropriate for them to do so.
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In reviewing the decision the panel can make one of three decisions: they may uphold
your child's exclusion; they may recommend that the governing body reconsiders their
decision; or they may quash the decision and direct the governing body to reconsider
the exclusion again.
If you think this exclusion has occurred as a result of discrimination then you may also
make a claim under the Equality Act 2010 to the First Tier Tribunal (Special Education
Needs and Disability) in the case of disability discrimination, or the County Court, in the
case of other forms of discrimination. Claims for discrimination must be lodged within six
months of the date on which discrimination is alleged to have taken place. Guidance on
making a claim of discrimination to the First Tier Tribunal can found at
www.justice.gov.uk/tribunals/send/appeals. Making a claim would not affect your right to
have a decision reviewed by an Independent Review Panel.
You may wish to contact Connie Kondia, Inclusion Officer for Bexley Council Local
Authority, who can provide advice. She can be contacted by telephoning 020 3045
4234 or by emailing connie.kondia@bexley.gov.uk.
You may also find it useful to contact Coram Children’s Legal Centre, which is an
independent national advice centre that offers information and support on state
education, including on exclusion from school. They can be contacted on 08088 020 008
or at www.childrenslegalcentre.com. A copy of the Government’s guidance, ‘Exclusion
from maintained schools, Academies and Pupil Referral Units in England’, can be
downloaded from the Department for Education’s website at www.education.gov.uk.
The arrangements currently being made for [pupil's name]'s education will continue.
Yours sincerely
[name]
Clerk to the Governing Body
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Appendix 7: EXCLUSION NOTIFICATION
Please complete both sides of the form and return to Education Welfare Service, Civic
Offices, 2 Watling Street, Bexleyheath, Kent, DA6 7AT. A copy should be faxed together
with a copy of the exclusion letter on the day of the exclusion to 020 3045 4309.
Alternatively it can be scanned and emailed to Educationwelfare@bexley.gov.uk
SCHOOL/PUPIL REFERRAL UNIT……………………………………………………

PERSONAL DETAILS
Surname:

Forenames:

Date of Birth:

NC year

Address:

Name of Parents/ Carers:

Postcode:
Gender (please circle): m / f

Tel Number:
Home
Work:
Mobile:

Traveller: yes/no

Asylum seeker: yes/no

Looked after pupil: yes/no

If yes, in care to which borough:

Ethnic background (please tick list on reverse
of form)
Free School Meals: yes/ no

Home Borough:

Involvement from other agencies (please tick if
appropriate) specify

EAL stage: 1 / 2 / 3 / 4 / 5 / NA (please circle as
appropriate)
Children’s Social Care  CAMHS  PRU 
EIT  YOT TYS Family Wellbeing Other

EXCLUSION DETAILS
Permanent / fixed term (delete as necessary)
Start Date (dd/mm/yyyy)
End Date (dd/mm/yyyy)
Length of exclusion in days
Total days excluded in term:
Total days excluded since September:
Has pupil been permanently excluded from
another school?

/
/

/
/

Yes/ No

If yes please give details:
Have other pupils been permanently excluded
as a result of the same incident?

Yes / No

Please give details:

SEN status: (Please indicate as appropriate)
SEN support/under statutory assessment/statement or EHCP/none
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/
/

REASONS FOR EXCLUSION
Physical assault against pupil
Physical assault against adult
Verbal abuse/threatening behaviour
against pupil
Verbal abuse/threatening behaviour
against adult
Bullying
Racist abuse

(Please tick primary reason only)
PP
Sexual Misconduct
PA
Drug and Alcohol related
VP
Damage

SM
DA
DM

VA

Theft

TH

BU
RA

Persistent disruptive behaviour
Other:
Please Specify

DB
OT

ETHNIC BACKGROUND (please tick one box only)
1
2
3
4
5
6
7
8
9
10
11
12
13
14

White British
White Irish
Traveller of Irish
heritage
White eastern
European
White western
European
White other
Gypsy/Roma
White and Black
Caribbean
White and Black
African
White and Asian
Any other mixed
background
Indian
Pakistani
Bangladeshi

WBRI
WIRI
WIRT

15

WEEU
WWEU
WOTH
WROM
MWBC
MWBA
MWAS
MOTH
AIND
APKN
ABAN

AOTH

16
17
18
19
20
21
22
23

Any other Asian
background
Black Caribbean
Black African
Black Other
Chinese
Afghan
Arab other
Egyptian
Iranian

24
25
26
27
28
29
30

Iraqi
Kurdish
Lebanese
Moroccan
other
Refused
Not available

ORIQ
OKRD
OLEB
OMRC
OOEG
REFU
NOBT

BCRB
BAFR
BOTH
CHNE
OAFG
OARA
OEGY
ORIN

I confirm the parent(s)/ carer(s) of the pupil and the Discipline Committee have been contacted and
advised of this exclusion in accordance with the schools stated procedure and the DfE Exclusion from
schools and pupil referral units in England: A guide for those with legal responsibilities in relation to
exclusion: September 2017. I attach a copy of the letter sent to the parent(s)/ carer(s)

Signed:

(Head Teacher)

Dated:

Only the Head Teacher may sign this form or Acting Head Teacher in the Head
Teachers absence from school. If the acting Head Teacher has signed, please
indicate appropriately.
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Appendix 8 – Letter to parents/carers of permanent exclusion pupil regarding
sixth day provision
Dear [parent/carer's name]
The London Borough of Bexley has been notified that [child's name] has been
permanently excluded from [school name] with effect from [date]. This means that
[child's name] will not be allowed in or on the school premises unless [he/she] place is
reinstated by the school’s governing body.
The date on which the governing body will meet to consider the circumstances of the
permanent exclusion, and either uphold the head-teacher’s decision or reinstate the
school place, is no later than 15 school days from the date of which the governing body
is notified. Whether you choose to make representations to the governing body or not,
the school must notify you of the date, time and location of the meeting and you should
expect to receive this notification by the clerk to the governing body.
Regardless of the date of the governing body meeting, alternative arrangements will be
made for your child’s education. From the sixth school day of the exclusion onwards i.e.
[specify date], the London Borough of Bexley is responsible for providing your child with
full-time education until [name of child] secures a new school place. This education is
provided at Horizons Academy, Lensbury Way, Abbeywood London, SE2 9TA. Tel:
0208 312 2746. Horizons Academy will contact you about the arrangements for [child’s
name] starting there.
It is important that you attend the meeting at Horizons Academy and accept the place
offered. [name of child] is expected to be on Horizons school roll and attending there
following the permanent exclusion. As [parents/carers], you are responsible for making
sure that your child attends the full-time education we offer. If you do not accept a place
at Horizons Academy and have not secured an alternative school for your child, this may
result in a referral to Bexley’s Education Welfare Service followed by a home visit by the
Education Welfare Officer.
If you require any further advice regarding the sixth day provision, please contact Connie
Kondia, Inclusion Officer on 020 3045 4234 or email connie.kondia@bexley.gov.uk
Yours sincerely

Charlotte Shrimpton
Head of Youth and Inclusion
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