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Simple Timeline of Actions 



	When
	Action
	Lead

	Without delay after the exclusion decision
	Notify parents, give reasons and explain representation rights. Notify the Trustee Board and local authority; also notify the social worker and Virtual School Head where applicable.
	Headteacher

	As soon as notice is received






	Check whether the statutory threshold requires Trustee consideration. For permanent exclusion, begin arrangements for a meeting within 15 school days.
	Governance Professional

	Before the meeting
	Invite entitled parties, ask whether parents request remote access, address reasonable adjustments, obtain representations and evidence, and circulate papers sufficiently in advance.
	Governance Professional and Headteacher

	Within 15 school days where required
	Hold an impartial Discipline Committee meeting. Hear representations, consider the pupil’s views and all relevant evidence, and apply the balance of probabilities.
	Discipline Committee

	At the end of the meeting
	Decide whether to decline to reinstate or direct reinstatement immediately or on a specified date. Record full reasons.
	Discipline Committee

	Without delay after the decision
	Send the written decision and reasons to the required parties. If reinstatement is declined after permanent exclusion, explain the Independent Review Panel process, deadline, remote-access option and right to request a SEN expert.
	Governance Professional

	Normally within 15 school days of receiving the decision notice
	Parents may request an Independent Review Panel.
	Parents

	If an Independent Review Panel recommends or directs reconsideration
	Reconvene within the applicable statutory timescale, reconsider the decision conscientiously and issue the outcome with full reasons without delay.
	Trustees and Governance Professional

	After completion
	Securely retain, disclose and dispose of papers and minutes in line with the records-retention schedule, data-protection law and safeguarding requirements.
	Governance Professional


This timeline is a quick-reference summary. The detailed provisions below and the current statutory guidance take precedence.

Status, Purpose and Legal Framework

This policy sets out the procedure by which the Trustee Board will discharge its statutory duty to consider suspensions and permanent exclusions. It must be read and applied in conjunction with the Department for Education’s Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement, effective from 26 July 2026, and any later replacement guidance. Where this policy conflicts with legislation or statutory guidance, the legislation and current statutory guidance take precedence.

The Trustee Board will act lawfully, reasonably, proportionately and fairly, having regard to the Education Act 2002, the School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012 as amended, the Equality Act 2010, the Children and Families Act 2014, safeguarding duties, the Human Rights Act 1998, UK GDPR and the Data Protection Act 2018.
The Trustee Board delegates consideration of individual cases to an impartial Discipline Committee of at least three trustees, appointed and clerked in accordance with the school’s instruments of government, standing orders and any relevant scheme of delegation. A trustee must not participate where there is a conflict of interest, prior involvement that could call impartiality into question, or any other reason why a fair hearing could not be provided.
Scope and Guiding Principles

This procedure applies whenever the Trustee Board are required to consider a permanent exclusion and whenever they are required, or choose, to consider a suspension under the statutory thresholds. It is a reinstatement consideration, not an appeal hearing. The Committee will decide whether to decline to reinstate the pupil or to direct reinstatement immediately or on a specified date.

In every case, the Committee will consider the pupil’s age, understanding, views and best interests; whether behaviour may be linked to unmet special educational needs or disability; whether reasonable adjustments were made; whether safeguarding, mental health, trauma or contextual factors are relevant; and whether the exclusion was a proportionate and non-discriminatory response. The pupil will be supported to participate in a way that is suitable to their age and understanding, whether orally, in writing or through an advocate.

Notification and Statutory Timescales

The Headteacher will notify parents without delay of the exclusion, the reasons for it, its duration where relevant, and their rights to make representations. Written notice will contain all information required by the current statutory guidance.
The Headteacher will notify the Trustee Board and local authority without delay in every case required by law. Where applicable, the pupil’s social worker and Virtual School Head will also be notified without delay.
For a permanent exclusion, the Committee must meet and consider reinstatement within 15 school days of receiving notice of the exclusion.
The Committee will also meet within 15 school days where a suspension would result in the pupil missing more than 15 school days in a term, or where the pupil would miss a public examination or national curriculum test. Other suspensions will be considered in accordance with the statutory thresholds and parental representations.
The Governance Professional (Clerk) will take reasonable steps to arrange the meeting on a date and at a time convenient to all parties, subject to the statutory deadline, and will circulate the agenda and relevant papers sufficiently in advance to permit fair consideration.
The Governance Professional will give written notice of the Committee’s decision and reasons without delay. Any oral indication is provisional until the written decision is issued.



Attendance, Representations and Access

The Governance Professional will invite the parents, the pupil where appropriate, the Headteacher and a representative of the local authority. Where applicable, the pupil’s social worker and Virtual School Head will be invited and may make representations. Parents may be accompanied or represented by a friend, adviser or representative at their own expense. The Committee may permit witnesses where their evidence is relevant, and their involvement is managed fairly.

Parents may request that the meeting is held using remote access. If no preference is expressed, the meeting will normally be face to face. A remote meeting will be used only where it can be conducted fairly and transparently and where every participant can hear, be heard and participate effectively. The Governance Professional will confirm arrangements, provide technical guidance where needed and record any significant connection failure. The Committee may adjourn if fairness is compromised.

The school will make reasonable adjustments and take reasonable steps to address disability, communication, language, literacy, cultural and access needs, including arranging an interpreter where appropriate. A failure by a parent or other invited party to attend will not automatically prevent the Committee from proceeding, provided that fair notice has been given and it is reasonable to decide the case on the available evidence.
Papers and Evidence

The Headteacher’s report should identify the decision, reasons, evidence relied upon, relevant behaviour-policy provisions, support and interventions considered, the pupil’s account, mitigating circumstances, safeguarding considerations and SEND or disability considerations. Parents and other entitled parties may submit written representations and relevant evidence. All material supplied to the Committee will normally be shared with the other parties.

The Chair will decide how to deal with late evidence, witnesses or disputed material, having regard to relevance, confidentiality, safeguarding and procedural fairness. The Committee may adjourn where necessary. The Committee will decide disputed facts on the balance of probabilities.
Conduct of the Meeting

The Chair will introduce those present, explain the Committee’s role and procedure, confirm that the papers have been received, identify any conflicts of interest or access needs, and remind participants that the meeting is confidential. The procedure will be enabling rather than adversarial.
1. The Headteacher will explain the exclusion decision and the evidence relied upon.
2. Parents, the pupil and their representative may make representations and present relevant evidence.
3. The local authority representative and, where applicable, the social worker and Virtual School Head may make representations.
4. Committee members and, through the Chair, the parties may ask relevant questions. The Chair may limit repetitive, inappropriate or irrelevant questioning and will ensure that the pupil is not subjected to intimidating questioning.
5. Each party will be offered a reasonable opportunity to summarise its position. The pupil’s views will be considered whether or not the pupil attends.
6. All parties other than the Committee and Governance Professional will withdraw before deliberation. The Governance Professional may remain to advise on law and procedure but will not take part in the decision.
Decision-making
The Committee will consider all relevant evidence and representations, including whether the Headteacher:
· established the facts on the balance of probabilities;
· consulted the relevant policies and applied the statutory test for suspension or permanent exclusion;
· acted lawfully, reasonably, proportionately and procedurally fairly;
· considered the pupil’s views and relevant mitigating circumstances;
· considered safeguarding, SEND, disability and equality duties, including reasonable adjustments;
· considered whether appropriate support, interventions and alternatives had been attempted or were unsuitable; and
· used permanent exclusion only as a last resort where the statutory test was met.
The Committee may decline to reinstate the pupil or direct reinstatement immediately or on a specified date. The decision will be based only on the evidence properly before the Committee. The Governance Professional will prepare formal minutes recording attendance, the evidence and representations considered, procedural decisions, the Committee’s findings and full reasons. The minutes will not be a verbatim transcript.
Written Notification and Independent Review Panel

The Governance Professional will notify the parents, Headteacher, local authority and, where applicable, the social worker and Virtual School Head of the decision and reasons in writing without delay. Where reinstatement is declined following a permanent exclusion, the notice will:
· state the Committee’s findings and full reasons;
· explain the parent’s right to request an Independent Review Panel;
· state the statutory deadline, normally 15 school days from receipt of the decision notice, and explain how and to whom the application must be made;
· explain the right to request the attendance of a special educational needs expert, regardless of whether the school recognises that the pupil has special educational needs;
· explain the right to request a remote-access IRP (Independent Review Panel) and the relevant arrangements;
· identify the grounds on which the parent may seek review and the consequences of missing the deadline; and
· signpost available advice and the right to make a disability-discrimination claim to the First-tier Tribunal where applicable.
Reconsideration following an Independent Review Panel

If an Independent Review Panel directs or recommends that the Trustees reconsider its decision, the Trustees will reconvene within the statutory timescale, with an impartial membership where required, and will conscientiously reconsider reinstatement in the light of the panel’s findings. The outcome and full reasons will be notified in writing without delay.
Confidentiality, Information Governance and Records

Information will be shared only where necessary for the fair and lawful discharge of statutory functions, safeguarding or legal proceedings. Papers and minutes will be stored securely, disclosed lawfully and retained or disposed of in accordance with the school’s records-retention schedule, privacy notices, UK GDPR and the Data Protection Act 2018. A party will not be required to surrender its own copy of papers merely because the meeting has ended. Personal information will be redacted where appropriate, provided that redaction does not compromise fairness.
Monitoring, Training and Review

The Trustee Board will ensure that the individual trustees and governance professional undertaking this function receive appropriate training and access to current statutory guidance. It will monitor suspension, permanent-exclusion and pupil-movement data, including patterns affecting pupils with protected characteristics, pupils with SEND, children with a social worker and looked-after children, and will challenge disproportionality or evidence that exclusion is not being used lawfully or only when necessary.
This policy will be reviewed annually and sooner following any relevant change in legislation, statutory guidance, governance arrangements or school status. Before approval, the Trustee Board should verify that the terminology and delegated authority in this policy match the school’s legal status and current governance documents.
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Should you have any comments regarding this policy, please address them to the HR Policy mailbox at admin@combepafford.torbay.sch.uk  
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