
The head teacher’s duty to inform the parents about a suspension or 
permanent exclusion 

Whenever a head teacher suspends or excludes a pupil they must, without delay, notify 
parents of the period of the suspension or permanent exclusion and the reason(s) for it. They 
must also, without delay, after their decision, provide parents with the following information 
in writing: 
• the reason(s) for the suspension or permanent exclusion; 
• the period of a suspension or, for a permanent exclusion, the fact that it is permanent; 
• parents’ right to make representations about the exclusion to the governing board (in line 
with the requirements set out in paragraphs 95 to 105) and how the pupil may be involved in 
this; 
• how any representations should be made; and 
• where there is a legal requirement for the governing board to consider the suspension or 
exclusion, that parents or a pupil if they are 18 years old have a right to attend a meeting, to 
be represented at that meeting (at their own expense) and to bring a friend. 

Although this must not delay notification, notification should be in person or by telephone 
in the first instance as this would allow parents to ask any initial questions or raise concerns 
directly with the headteacher. Headteachers should consider the following: 

• Has the school spoken to the parents (and when appropriate, the child’s social worker) to 
ensure they fully understand the type/scale of the incident? 

• Has the school considered how to communicate accessibly and clearly, including whether 
parents may have particular communication needs relating to a disability or having English as 
an additional language (EAL)? 

• Has the school provided sufficient details in the suspension or permanent exclusion notice 
letter on the reasons for the suspension or permanent exclusion? 

• Does the notice contain all the required information as set out in part six of the suspension 
and permanent exclusion guidance? 

• Has the school informed parents (and when appropriate, the pupil’s social worker or the 
local authority if a pupil has an EHCP) whether their pupil will be able to sit any national 
curriculum test(s) or public examination(s) occurring during the suspension or permanent 
exclusion? 

• When several suspensions have been issued in a term, has the school informed parents of 
their right of representation to the governing board? 

Letter models, forms and guidance are available on the next tab or at: 
https://bso.bradford.gov.uk/content/exclusions/letter-templates-forms-and-guidance  


