


Guidance Document 1: Headteacher Step-by-Step Guide to Permanent Exclusion
Aligned with DfE Statutory Guidance (July 2026)
Practical Checklist for School Leaders: Permanent Exclusion
This guide should be used alongside your school's Behaviour Policy, Safeguarding Policy, SEND procedures and the Local Authority's exclusion notification process.
Accessibility and cultural sensitivity: Parent/carer accessibility needs and cultural sensitivity should be considered at every stage of the permanent exclusion process and in all written communication, including initial contact, statutory letters, governor meeting invitations, evidence packs, outcome letters and reintegration planning. This includes checking whether translation, interpretation, accessible formats, preferred communication methods or culturally sensitive arrangements are required so that parents/carers can understand the decision, their rights and the next steps.
STAGE 1: RESPOND TO AND INVESTIGATE THE INCIDENT
Step 1: Ensure Safety
· Make the situation safe
· Protect pupils and staff
· Consider any immediate safeguarding concerns
· Secure evidence where appropriate (See step 2 for examples)
· Record the incident factually 
If the incident involves a weapon, serious violence, child-on-child abuse, sexual violence, criminal behaviour or safeguarding concerns, follow safeguarding procedures immediately. 
Step 2: Investigate the Incident
· Gather witness statements (must be signed and dated)
· Review CCTV (where available and if using this for evidence to make the decision, this should be shared with all parties during meetings)
· Speak to the staff involved and decide who needs to provide a written statement (signed and dated).
· Consider the pupil's account; this may be taken on the day or the following day.
· Consider all available evidence
The decision must be based on the civil standard of proof:
"On the balance of probabilities." 
Step 3: Hear and Record the Pupil's Voice
The Headteacher should:
· Give the pupil a meaningful opportunity to explain what happened and record their views.
· Take account of the pupil's age, understanding, communication needs and any SEND.
· Where appropriate, arrange support from a parent, carer, advocate or social worker.
· Explain how the pupil's views were considered as part of the decision-making process.
STAGE 2: CONSIDER WHETHER PERMANENT EXCLUSION IS NECESSARY
Step 4: Consider Alternative Measures
Before excluding, consider:
Could the behaviour be addressed through:
· Pastoral intervention?
· Behaviour support?
· SEND support?
· Early Help?
· Managed move?
· Off-site direction?
· Alternative Provision intervention?
· Multi-agency support?
Permanent exclusion must be a last resort. Record why the available alternatives are unsuitable or have not addressed the concerns.
Step 5: Consider SEND, Equality and Vulnerability
Ask:
Does the pupil have:
· SEND?
· An EHCP?
· A disability?
· A social worker?
· Child Protection Plan?
· Child in Need Plan?
· Looked After status?
Have reasonable adjustments been made?
Has support been reviewed?
Would exclusion be discriminatory?
Schools must consider Equality Act duties and SEND duties before deciding.
STAGE 3: MAKE AND RECORD THE PERMANENT EXCLUSION DECISION
Step 6: Apply the Statutory Test and Decide
The decision to permanently exclude may be taken only:
· in response to a serious breach or persistent breaches of the school's behaviour policy; and
· where allowing the pupil to remain in school would seriously harm the education or welfare of the pupil or others, including staff or pupils.
Confirm that the decision is lawful, reasonable, fair and proportionate, and record how the evidence, pupil's voice, SEND, equality, safeguarding, vulnerability and alternatives informed the decision.
STAGE 4: ISSUE THE DECISION AND COMPLETE STATUTORY NOTIFICATIONS
Step 7: Contact Parents Immediately
Without delay:
· Telephone parent/carer
· Explain decision
· Explain reasons
· Explain next steps
This should happen before the letter is issued wherever possible. If the family cannot be contacted, this should not delay the process; there should be no gaps in the pupil's status.
Step 8: Notify the Local Authority and Relevant Professionals
On the day the permanent exclusion is issued, notify:
· the Local Authority exclusions team;
· the social worker, where the pupil has one; and
· the Virtual School Head, where the pupil is looked after.
Step 9: Issue the Statutory Permanent Exclusion Letter
The letter must be issued without delay and include:
· the reason for the permanent exclusion;
· the date from which the permanent exclusion takes effect;
· the parents' rights to make representations to the governing board and to attend the meeting;
· the Exclusions and Appeals Team email address, edappealsadmin@birmingham.gov.uk, for queries about the exclusion and appeals process;
· the right to request a remote meeting, where applicable;
· details of SENDIAS and impartial advice services;
· the dates on which the pupil must not be present in a public place during school hours;
· education arrangements for days 1 to 5 and from day 6;
· examination arrangements, where relevant; and
· accessible communication, translation or interpretation arrangements required by the family.
STAGE 5: ARRANGE EDUCATION DURING THE EXCLUSION
Step 10: Provide Work for Days 1-5
School must:
· Set work
· Mark work
· Ensure continuity of learning
· Consider online learning access
· Make reasonable adjustments for SEND pupils. 
Step 11: Confirm Day 6 Provision
The Local Authority must arrange suitable full-time education from the sixth school day following the permanent exclusion.
STAGE 6: PREPARE FOR THE GOVERNING BOARD REVIEW
Step 12: Arrange the Governing Board Meeting
The governing board must meet within 15 school days of receiving notice of the permanent exclusion. Parents must be invited and given the opportunity to make representations.
Step 13: Prepare and Share the Evidence Pack
Share the evidence pack with all parties at least five school days before the meeting. It should include:
· Exclusion letter
· Suspension letter(s), with evidence relating to each suspension, where applicable
· Investigation documents
· Witness statements, including evidence of the incident where relevant, for example a photograph of a weapon or other item
· Behaviour records 
· Chronology
· SEND information, including the SSPP or EHCP and professionals' documentation, for example an educational psychologist's report
· Safeguarding information
· Support offered before exclusion
· External agency support e.g. COBS 
· School Behaviour Policy
· Relevant risk assessments.
· Attendance records, ensuring that 'E' codes match the dates shared with parents in any suspension letters
Step 14: Invite Relevant Professionals
At least five school days before the meeting, invite or seek information from the following, where applicable:
· Social Worker
· Virtual School Head
· Local Authority representative (maintained schools)
These professionals should be invited to attend and/or provide information.
STAGE 7: ACT ON THE GOVERNING BOARD'S WRITTEN DECISION
Step 15: Implement the Written Outcome
If the pupil is reinstated
· Arrange immediate return  
· Hold reintegration meeting
· Create reintegration plan
· Arrange strategies and interventions to be put in place to assist the pupil in their return
· Monitor progress.
If the permanent exclusion is upheld
· issue the written outcome to the parents without delay;
· notify the Local Authority and provide the decision notice and outcome letter;
· explain the parents' right to request an Independent Review Panel;
· explain the right to request the appointment of a Special Educational Needs expert; and
· state the statutory deadline for requesting a review.
· for maintained schools, provide families with the appeals email address, edappealsadmin@birmingham.gov.uk, in all Governing Board Discipline Committee (GDC) decision letters.







HEADTEACHER'S PERMANENT EXCLUSION COMPLIANCE CHECKLIST
Before issuing a permanent exclusion, confirm:
☐ Investigation completed
☐ Pupil's views obtained
☐ SEND considered
☐ Equality Act considered
☐ Safeguarding considered
☐ Social worker involved (where applicable)
☐ VSH involved (where applicable)
☐ Alternative options considered
☐ Decision proportionate and reasonable
☐ Parent informed immediately
☐ LA notified immediately
☐ Statutory letter issued
☐ For maintained schools, all Governing Board Discipline Committee (GDC) decision letters provide families with the appeals email address: edappealsadmin@birmingham.gov.uk
☐ Work arranged
☐ Governors notified
☐ Governing board review preparation started
☐ Documentation filed and recorded
Key Message for Headteachers
Permanent exclusion should be used only as a last resort where there has been a serious breach or persistent breaches of the school's behaviour policy and where allowing the pupil to remain in school would seriously harm the education or welfare of the pupil or others.
This guide is based on the July 2026 DfE Suspension and Permanent Exclusion statutory guidance. 










Guidance Document 2: Headteacher Step-by-Step Guide to Suspensions
Aligned with DfE Statutory Guidance (July 2026)
Practical Checklist for School Leaders: Suspensions
This guide should be used alongside your school's Behaviour Policy, Safeguarding Policy, SEND procedures and the Local Authority's suspension recording process.
Accessibility and cultural sensitivity: Parent/carer accessibility needs and cultural sensitivity should be considered at every stage of the suspension process and in all written communication, including initial contact, statutory letters, governing board meeting invitations, evidence packs, outcome letters and reintegration planning. Check whether translation, interpretation, accessible formats, preferred communication methods or culturally sensitive arrangements are required so that parents/carers can understand the decision, their rights and the next steps.
STAGE 1: IMMEDIATE RESPONSE TO THE INCIDENT
Step 1: Ensure Safety, Investigate and Record Evidence
· Make the situation safe and protect pupils and staff.
· Consider immediate safeguarding concerns and follow safeguarding procedures where required.
· Gather witness statements, the pupil's voice, staff accounts and all available evidence; statements must be signed and dated.
· Record the incident factually and base the decision on the balance of probabilities.
STAGE 2: CONSIDER WHETHER SUSPENSION IS NECESSARY
Step 2: Consider Alternative Measures
Before issuing a suspension, consider whether the behaviour could be addressed through pastoral intervention, behaviour support, SEND support, Early Help, multi-agency support, off-site direction, managed move or alternative provision intervention.
Step 3: Consider SEND, Equality, Safeguarding and Vulnerability
Consider whether the pupil has SEND, an EHCP, a disability, a social worker, a Child Protection Plan, a Child in Need Plan or Looked After status. Ensure Equality Act duties, reasonable adjustments and safeguarding responsibilities have been considered before deciding.
STAGE 3: MAKE, RECORD AND ISSUE THE SUSPENSION DECISION
Step 4: Decide, Record and Communicate the Suspension
· Confirm that the suspension is lawful, fair, necessary and proportionate, and consistent with the school's behaviour policy.
· Record the evidence considered, the pupil's voice, the reason for the suspension and why alternatives were not appropriate.
· Check that the pupil will not exceed 45 school days of suspension in the academic year.
· Telephone parents/carers without delay wherever possible, but do not delay issuing the suspension if contact cannot be made.
· Issue the statutory suspension letter without delay, including the reason and duration; parent rights; governing board representation rights; remote meeting rights, where applicable; education arrangements; public place restrictions; and examination arrangements, where relevant.
· Notify the governing board and Local Authority without delay and, where applicable, notify the social worker and Virtual School Head.
· Provide translation, interpretation, accessible formats or culturally sensitive arrangements where required.

STAGE 4: ARRANGE EDUCATION DURING THE SUSPENSION
Step 5: Provide Work for Days 1 to 5 and Arrange Day 6 Provision Where Required
· The school must set and mark work for days 1 to 5.
· Ensure continuity of learning and make reasonable adjustments for pupils with SEND.
· For a suspension of more than five school days, the governing board must arrange suitable full-time education from the sixth school day.
STAGE 5: COMPLETE GOVERNING BOARD REQUIREMENTS
Step 6: Notify the Governing Board and Arrange a Review Where Required
· The governing board must meet within 15 school days of receiving notice if the suspension brings the pupil's total to more than 15 school days in a term, or if the pupil would miss a public examination or national curriculum test.
· If parents make representations about a suspension that brings the pupil's total to more than five but no more than 15 school days in a term, the governing board must meet within 50 school days of receiving notice.
· For suspensions totalling five school days or fewer in a term, the governing board must consider any written representations from parents but cannot direct reinstatement.
· Where a meeting is required, give parents the opportunity to attend and make representations, and share relevant evidence in advance.
STAGE 6: SUPPORT REINTEGRATION FOLLOWING SUSPENSION
Step 7: Plan and Support the Pupil's Return
· Hold a reintegration meeting before or on the pupil's return, where possible.
· Welcome the pupil back and agree expectations, support, reasonable adjustments and monitoring arrangements.
· Review whether additional pastoral, SEND, safeguarding or multi-agency support is required.
· Do not prevent or delay the pupil's return because a parent or carer cannot attend the reintegration meeting.
















HEADTEACHER'S SUSPENSION COMPLIANCE CHECKLIST
Before issuing and managing a suspension, confirm:
☐ Investigation completed
☐ Pupil's voice obtained and considered
☐ SEND, equality, safeguarding and vulnerability considered
☐ Alternative measures considered
☐ Decision is lawful, fair, necessary and proportionate
☐ 45-school-day limit checked
☐ Parent/carer informed without delay
☐ Statutory suspension letter issued
☐ Governing board and Local Authority notified
☐ Social worker and Virtual School Head notified, where applicable
☐ Work arranged for days 1 to 5
☐ Day 6 provision arranged, where required
☐ Governing board review arranged, where required
☐ Reintegration planned
☐ Documentation filed and recorded
Key Message for Headteachers
Suspension should be used where temporary removal is necessary, proportionate and consistent with the school's behaviour policy. The decision must be lawful, fair, evidence-based and supported by appropriate reintegration planning.
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