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Background and context 
 
This document provides guidance for Headteachers regarding the temporary exclusion of 
children and young people from school.  Headteachers must be aware of the legislation 
pertaining to school exclusion. These are: 
 
Regulations 4 and 4A of the Schools General (Scotland) Regulations 1975 (the “1975 
Regulations”), as amended s.36 and the Schools General (Scotland) Amendment (No. 2) 
Regulations 198237 and the Scottish Statutory Instrument (S.I. 1982/1735). 
 
Headteachers should also be aware of the national policy context of Getting It Right For 
Every Child (GIRFEC) and the local context of Getting It Right In Fife (GIRIF).  As with 
all Education and Children’s Services Directorate policy and guidance, staff should 
recognise the relevance of the Human Rights Act 1998, (in particular, the European 
Convention on Human Rights, Article 8), the law of confidentiality, the General Data 
Protection Regulations (GDPR) and the provisions of the Data Protection Act 2018. 
 
This Fife Council guidance reflects the newly published Scottish Government Guidance; 
‘Included, Engaged and Involved Part 2: A Positive Approach to Preventing and 
Managing School Exclusions’, 2017.  This exclusion policy and guidance may be 
subject to revision earlier than the normal 3-year cycle of review by the Directorate, upon 
royal assent of of the Children’s Scotland (Information Sharing) Bill 2016 and parts 4 and 5 
of the Children and Young People (Scotland) Act 2014. 
 
Getting It Right For Every Child 
 
Getting it right for every child is the national approach in Scotland that places the rights 
and wellbeing of children and young people at the centre of services that provide support.   
 
GIRFEC provides a framework within which services can offer the right help, at the right 
time. The GIRFEC approach has been national policy in Scotland since 2008.  To achieve 
consistency in the delivery of support for children and young people under GIRFEC, the 
Scottish Government introduced the Children and Young People (Scotland) Bill in April 
2013. 
 
A significant part of that Bill was the introduction of the Named Person role.  The Bill 
outlined the proposed role of the Named Person as; 
 
“They can monitor what children and young people need, within the context of their 
professional responsibilities, link with the relevant services that can help them, and be a 
single point of contact for services that children and families can use, if they wish. The 
named person is in a position to intervene early to prevent difficulties escalating. The role 
offers a way for children and young people to make sense of a complicated service 
environment as well as a way to prevent any problems or challenges they are facing in 
their lives remaining unaddressed due to professional service boundaries.” 
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The Children and Young People (Scotland) Act 2014, ensures that every child in Scotland 
has a Named Person and outlined the duties that the Named Person was expected to fulfil.   
 
Getting It Right In Fife (GIRIF) 
 
In Fife there has been considerable work over a number 
of years to ensure that children, young people and their 
families are able to access services to support them 
whenever these are required.  The Universal, Additional 
and Intensive levels of support will be familiar to 
professionals and practitioners supporting families 
throughout Fife. 
 
The GIRIF framework outlines the approach in Fife to GIRFEC and outlines the services 
that can be offered by the Council and community partners to support children and young 
people.  The Child Wellbeing Pathway is the key process to support effective and 
proportionate delivery of services to children, young people and families. 
 
All schools should to have clear and effective learning and relationship policies in place, 
which describe the expectations of children and young people’s behaviour.  These policies 
should be firmly based upon the school vision, values and aims. 
 

“The most critically important part of our early years and school education system 
is the relationship between our teachers, practitioners, children and young people. 

That relationship is at the heart of every story of success. In every school that 
succeeds, you find great teachers able to reach out and influence the lives of the 
children and young people in their classrooms.” 

John Swinney, Depute First Minister,  
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Section 1  

 

 

Introduction 

 

1.0 This policy and procedural guidance takes account of the document issued in June 
2017 by the Scottish Government entitled; “Included, engaged and involved, Part 2: 
A Positive Approach to Preventing & Managing School Exclusions”, (hereafter, 
“IEI2-17”). It supersedes existing policy and guidance, though there is a high degree 
of consistency with the established approach to the exclusion of young people from 
Fife schools. This policy and guidance builds upon the ongoing success, which 
schools in Fife have achieved, in reducing the need to use exclusion as a response 
to managing pupil behaviour, by providing guidance on practical preventative 
measures, which schools can use.  The emphasis in the revised Government 
guidance is clearly on the prevention of exclusion rather than managing the 
exclusions of a child or young person.  It is within this context of prevention that this 
revised policy and guidance is provided to schools. 

 

1.1 The legislative basis for exclusion from school has not changed (“The Schools 
General (Scotland) Regulations 1975, as amended” – s.4, (hereafter referred to as 
“the 1975 Regulations”)).  However, a number of significant changes in policy and 
practice have taken place in Fife and in Scotland with respect to inclusion, 
wellbeing, anti-bullying, and Getting It Right For Every Child.   

 

1.2 Fife Council Education and Children’s Services Directorate over recent years has 
worked with schools to develop approaches to de-escalation, self-regulation and 
restorative approach.  These developments influenced the revised exclusions policy 
for schools.  IEI2-17 reflects and takes account of the national policy changes in its 
advice and recommendations.  

 

1.3 It is not the purpose of this document to simply restate national guidance or 
legislation, but rather to outline the Council and Directorate policy with respect to 
preventing exclusion from school and where exclusion is absolutely the last resort, 
managing those exclusions to ensure minimal impact on the child or young person’s 
life chances.  

 

1.4 Schools are asked to take note of each of the following with respect to the revised 
policy; 

 Getting It Right For Every Child; 

 Additional Support for Learning (Scotland) Act 2004, as amended 2009 

 The Children and Young People (Scotland) Act 2014, (the “2014 Act”); 

 The Children and Young People (Information Sharing) (Scotland) Bill 2016 
(the “information sharing Bill”); 

 The General Data Protection Regulation (the “GDPR”); 

 The Data Protection Act 2018 (the “2018 Act”); 

 Equality Act 2010, (the “2010 Act”); 
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 Curriculum for Excellence (“CfE”); 

 Respect for All: The National Approach to Anti-Bullying for Scotland’s 
Children and Young People, 2017, (the “RfA-2017”); 

 Fife Education Service Child Protection Guidance, 2016; 

 Fife Strategy for Relationships and Behaviour, 2018; 

 Fife Council Children’s Services Plan, 2016-2020; 

 Fife Council Child Sexual Exploitation Guidance, 2017; 

 How Good Is Our School? Version 4. 

 

1.5 The Directorate is committed to providing all children and young people with an 
education which is appropriate to their needs and which prepares them effectively 
for a sustained positive destination beyond school. To do this we recognise that all 
our pupils must be involved and engaged in education, and that exclusion is by 
definition, an indicator that we have failed to achieve that goal.  

 

1.6 Fundamental to this exclusion policy is a belief that we should have support 
structures, processes and pro-active planning in place, based on the key GIRFEC 
principles and underpinned by effective multi-agency working, through the effective 
use of the revised Child Wellbeing Pathway, which prevents exclusion and 
addresses the issues if a child or young person must be excluded from school.  

 

1.7 It is well established from national data that exclusion from school is associated with 
very poor educational outcomes, which in turn impact directly on a child or young 
person’s life chances. At the time writing this revised policy, Looked After Children 
are around 7 times more likely to be excluded from school in Scotland than any 
other group of young people, whilst those with Additional Support Needs are around 
4 times more likely to be excluded from school. For the least able 20%, the figure of 
6 times more likely, are also a cause for concern. 

 

1.8 The Education (Additional Support for Learning Act) (Scotland) Act 2004 (as 
amended) s.33, states that, all Looked After Children and Young People will be 
deemed to have additional support needs, unless assessed otherwise.   

 

1.9 Headteachers must give appropriate consideration of how to support a Looked After 
Child’s needs during any period of exclusion from school. The locality team of 
Headteachers, Education Managers, Social Work Service Managers and Social 
Work Team Managers are best placed to provide support to prevent exclusion, and 
where this is not possible, ensure that the most appropriate plans are in place for 
the child or young person.  In all discussion due consideration must be taken 
regarding the risk to the child or young person’s care placement. 

 

1.10 Headteachers should note that closer integrated working with the Social Work 
Children and Families team(s) in the locality, is crucial to the success of prevention 
and management of exclusion. 
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1.11 It is not difficult to understand the impact of repeated, interrupted education and 
alienation, from or disaffection with, the educational system. Fife has developed 
systems of robust proactive planning and risk assessment (“Risk Assessment and 
Management of Pupil behaviour” – available on FISH) which schools should use 
to help prevent exclusion of a child or young person. 

 

1.12 Appropriate proactive risk management plans must be created for those most likely 
to be at risk of exclusion; reducing the need to use exclusion as far as is 
practicable, and working with partners to provide alternatives to exclusion, which 
are effective and produce good outcomes for the young people involved. 

 
Prevention of exclusion 

 

1.13 Schools should take every opportunity to avoid excluding children and young 
people.  The Directorate provides several initiatives and professional development 
opportunities for staff that can help in the management of pupil behaviour.  These 
are; 
 

i. De-escalation – the de-escalation development training pack for staff is available to 
download on FISH.  Schools who have identified a need and are ready to start a 
programme of de-escalation training are asked to contact their link Educational 
psychologist.  The link Educational Psychologist can work with the school on an 
implementation plan, using the, “Effective Implementation – A toolkit for Education 
and Children’s Services” toolkit; 
 

ii. Self-regulation – schools should discuss their requirements for this development 
area with the Education Manager and the Education Psychologist.  Appropriate 
support will be available from the Directorate; 

 

iii. Restorative approach – this approach is based on a philosophy, which relates to 
relationships.  Professional development on restorative approach can be tailored to 
the individual school needs in consultation with the Educational Psychologist and 
Education Manager.  Recent research carried out by Glasgow and Edinburgh 
Universities regarding the effectiveness of this approach would be a useful starting 
point for schools; 

 

iv. Nurturing approach – Many Fife schools have begun to develop a nurturing 
approach to relationships.  The Educational Psychology Service can help schools in 
this implementation; 

 

v. Mentors in Violence Prevention – a small number of Fife schools have begun a 
pilot programme introducing MVP in the senior phase of the secondary school.  
Senior pupils are trained to become young leaders who in turn support and mentor 
younger pupils.  The range of behaviours covered by the programme include;  
Bullying, name-calling, sexting, controlling behaviour or harassment. 
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Legal background 

 

A child or young person can only be excluded from school in Scotland by the local 
education authority, usually acting through delegated power and responsibility, to the 
Headteacher of the school.   

 

In Fife, the power to exclude lies with the Executive Director of Education.  The Executive 
Director devolves the power to exclude to Headteachers (not Depute Headteachers) in 
Fife.   

 

Only the Headteacher or, if absent, his or her representative may sign letters dealing 
with exclusion matters. 

 

There are only two grounds upon which an authority) may exclude a pupil (Schools 
General; (Scotland) Regulations 1975 reg. 4, as amended).  They are: 

 

1. “If it is of the opinion that the parent of the pupil refuses or fails to comply, with 
the rules, regulations or disciplinary requirements of the school”; or 

 

2. “If it considers that, in all the circumstances, to allow the pupil to continue his 
attendance at the school would be likely to be seriously detrimental to order and 
discipline in the school or the educational wellbeing of the pupils there”. 

 

                                                  Schools General (Scotland) Regulations 1975, reg.4 

    

 

1.14 Exclusion from school must always be considered the last resort, and its use is 
based on the assumption that at least one of the above grounds is met, and that 
other attempts to resolve matters have been unsuccessful.  

 

1.15 The United Kingdom is a signatory to the UN Convention on the Rights of the Child 
(UNCRC), which came into force in 1992.  Although the Convention does not create 
rights and duties in domestic law, the UK must ensure that it is respected.  Two 
aspects are particularly relevant in relation to exclusion, namely; 

 

i.   Article 3.1 – “in all actions the best interests of the child are of prime 
consideration”; 

 

ii.   Article 12 – “a child who is capable of forming his or her own views has a right to 
express these views in all matters affecting him or her”. 
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1.16 The right of children to express their own views, has particular significance since 
this principle is recognised in the Children (Scotland) Act 1995 s.6.  Any person 
making a major decision involving a child must take into account, as far as is 
practical, the views of the child concerned, having regard to the age and maturity 
of the child1. 

 

1.17 S.41 of the Standards in Scotland’s Schools etc. Act 2000, gives a pupil with legal 
capacity, in terms of the Age of Legal Capacity (Scotland) Act 1991, the same rights 
of appeal against exclusions as parents and young persons. There is a general 
assumption that children of age 12 or over have that capacity. 

 

1.18 Where a pupil is under the age of 16 years, and is deemed not to have legal 
capacity, the intimation of the exclusion should be made to the parent and the 
meeting to discuss the exclusion should be with the parent. 

 

1.19 The meeting to discuss the decision to exclude should be with the pupil, where the 
pupil has legal capacity, or the young person is over 16.  However, it is considered 
good practice to keep the parents informed at all stages of the exclusion 
process, regardless of the age of the child. 

 

1.20 In general, Headteachers should not exclude a child or young person from school 
where a significant period has elapsed since the incident. The exception to 
this may be where the event involved the child or young person using (or 
carrying) a knife or weapon.  In this situation Headteachers must refer to the 
Directorate guidance; ‘Weapons in Fife Schools’, available to download from 
FISH. 

 

1.21 In the event of an appeal of the exclusion, the Headteacher would find it difficult to 
demonstrate that the continued presence of the child would be seriously detrimental 
to order or discipline in the school, if the child or young person has attended the 
school as normal, following the incident leading to exclusion.   

 

Right of appeal of an exclusion 

 

1.22 Under s.28H, Education (Scotland) Act 1980, there is a right of appeal against a 
decision to exclude a pupil from school.  The appeal is made initially to an appeal 
committee set up by Fife Council2.  The appeal committee may confirm or annul 
the decision of the Headteacher.  If they decide to confirm a decision to exclude a 
pupil where certain conditions were imposed, the committee may modify those 
conditions. 

 

                                            
1 Age of Legal Capacity (Scotland) Act 1991 
2 Please note this is not a Fife Council committee – it is set up and facilitated by Fife Council staff 



10 
 

1.23 The Headteacher and the appropriate Education Manager must attend the appeal 
committee hearing and must comply with the decision of an appeal committee. 

 

1.24 There are two key documents included in this guidance which must be completed 
for every exclusion; 

 

i. the Exclusions Checklist (appendix 1), and  

 

ii. the Record of Exclusion Agreement (appendix 2). 

 

1.25 These documents support the school in ensuring that the exclusion procedure has 
been carried out robustly, in accordance with the law, and supports the school in 
preparation for an appeal hearing, if required.  

 

1.26 The usual reason for an appeal of an exclusion is that the parent or young person 
believes that one of the following applies: 
 

i. the exclusion procedure was not applied correctly by the Headteacher; 
ii. the school’s view of what happened is incorrect (he/she did not commit the 

act for which he/she was excluded); 
iii. the decision to exclude was an unreasonable response to the child or 

young person’s behaviour; 
iv. the use of exclusion was an unreasonable response to the child or young 

person’s behaviour; 
v. a suitable risk management plan, which may have prevented the exclusion, 

was not in operation or was not followed by staff; 
vi. the school did not adhere to the planned/agreed support arrangements for 

a child or young person with additional support needs; 
vii. there were other circumstances which had not been taken fully into account 

by the Headteacher. 

 

1.27 To ensure that procedures have been followed correctly, the Exclusions Checklist 
must, be used by the Headteacher in every instance in which exclusion is being 
considered. 

 

1.28 The Record of Exclusion Agreement must be completed in every instance 
where the decision is made to exclude a child or young person. 

 

1.29 If a parent appeals an exclusion, the Headteacher will be asked to attend the 
appeals committee to speak to his/her decision to exclude the child or young 
person. 
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1.30 Headteachers will be supported in preparing for an appeal hearing by the 
appropriate Education Manager.  The Headteacher is responsible for presenting 
material in support of his/her position taken to exclude the child or young person. 

 

1.31 Detailed advice on the conduct of appeals hearings and on procedures and 
requirements can be obtained from the Education Manager with a responsibility for 
exclusion policy and Fife Council Legal Services. Any questions for Legal Services 
can be emailed to the Duty Solicitor at duty.solicitor@fife.gov.uk  

 

Appeal to the Sheriff 

 

1.32 If the parent or young person is dissatisfied with the outcome of the appeal 
committee hearing, they may then appeal to the Sheriff, within 28 days of receiving 
the decision of the appeal committee. 
 

1.33 Details of how to lodge an appeal are provided in the exclusion leaflets, which must 
be given to the parent and the child or young person at the point of exclusion3. 

 
1.34 Under the Standard’s in Scotland’s Schools etc. Act 2000, pupils4 may also have 

the right to appeal against their exclusion. The Sheriff has the same options open 
to him or her as the appeal committee. 

 

Appeal – cautionary note 

 

1.35 Headteachers are advised by the Directorate to exercise extreme caution when 
excluding a child or young person based on the ground,  

 
“the parent of the pupil refuses or fails to comply, or to allow the pupil to 
comply, with the rules, regulations or disciplinary requirements of the 
school.” 

 
1.36 Headteachers would require very robust evidence of non-compliance of the 

parent, should the parent appeal the Headteacher’s decision to exclude a child or 
young person. 

 

1.37 It is recognised that exclusion is not in itself a solution; nor can exclusion be used 
as a punishment for a child or young person’s behaviour.  There is significant 
established research5 which indicates that exclusion, as a ‘punishment’ cannot 
improve children’s behaviour or relationships in school.  

 

1.38 This policy and guidance builds upon established effective practice in Fife, taking 
account of the recommendations of IEI2-17. These recommendations have led us to 

                                            
3 Copies of the parent and child leaflets are available on FISH for download 
4 Refers in this instance to young people – see Age of Legal Capacity (Scotland) Act 1991 
5 For example,  ‘Not Present and not correct: Understanding and Preventing School Exclusions’, p27, Barnardo’s 

mailto:duty.solicitor@fife.gov.uk
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consider practice development in several key areas. These are described in the 
following sections and covered in more detail in the procedural guidance. 

 

Repeated exclusion – appropriate planning and response 

 

1.39 Analysis of exclusion data reveals that a small number of children and young people 
account for a significant proportion of all days lost due to exclusion. This is 
significant for two reasons; 

 

i. repeated exclusion is a clear indicator that a child or young person needs 
support to cope with the challenges they are experiencing in school, and 
perhaps beyond;  

ii. repeated exclusion is a clear indication that exclusion is not working in terms 
of supporting a child or young person to behave more appropriately, and as 
noted above, may in fact be making a difficult situation much worse.  

 

A child or young person who is excluded from school on more than two 
occasions within the same school term, should be subject to an urgent review 
of their support and, risk management plans.   

 
1.40 Research suggests that timely intervention by the school or multi-agency partners at 

this stage of repeated exclusion, may avert the long-term consequences of 
disengagement, poor life chances, anti-social behaviour and offending. 

 

Headteachers should note that the support offered to children and young people, 
must take account of family circumstances – the wider family may require the 
support of partners. Effective use of the revised Child Wellbeing Pathway and 
discussion with providers of adult support services should be included in the review 
of planning. This plan should reflect the continuum of support model (Universal, 
Additional and Intensive) developed as part of Getting It Right In Fife framework. 

 

1.41 In view of this, it is expected that schools will be aware of those children and young 
people at risk of repeated exclusion through rigorous self-evaluation and internal 
monitoring of Getting It Right data and will implement support procedures as 
required, leading to the establishment of an appropriate proactive risk management 
and support plan, as indicated earlier in this policy.  

 

1.42 Research indicates that those schools which adopt effective processes, regularly 
seeking the views of children and young people who are excluded and use this 
information to adapt processes and support, are more likely to avoid the need for 
exclusion or repeated exclusion. 
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Looked After Children and Children with Additional Support Needs 

 

1.43 Scottish Government data continues to indicate the high vulnerability of Looked 
After Children being excluded from school. This inevitably impacts upon a young 
person’s performance at school, and ultimately their educational attainment. It is 
undoubtedly a contributory factor in Looked After Children achieving poorer 
sustained positive destinations on leaving school compared with their non-Looked 
After peers.  

 

1.44 As Corporate Parents to all Looked After Children we have an obligation to ensure 
that we provide excellent education, which enhances the life chances of this 
vulnerable group of children and young people.  This policy therefore underlines 
our expectation that schools will make strenuous efforts to avoid excluding 
Looked After Children, ensuring effective consultation and collaboration with 
social work colleagues within their locality to achieve this.  

 

1.45 For vulnerable children and young people exclusion can have a significant impact 
on their wellbeing and their care placement, with the additional risk that they may be 
placed out with the local authority area.  

 

Headteachers should exercise caution when excluding Looked After Children. 

Looked After Children are considered to have additional support needs in 
law, unless otherwise determined. 

Where a Looked After Child is to be excluded, the Headteacher must involve 
the child or young person’s Lead Professional/Social Worker before 
excluding them.   

Headteachers should be mindful of the risk to the child or young person’s 
care placement caused by exclusion/repeated exclusion. 

 
1.46 The safety of children is of paramount importance, and exclusion should never 

compromise a child’s safety. While this is true as a general principle, it is particularly 
the case in relation to children and young people who are on the Child Protection 
Register, who are Looked After or subject to compulsory orders by the 
Children’s Reporter.  

 

1.47 Under no circumstances should a pupil who is subject to a Child Protection 
Order (CPO) or a Compulsory Supervision Order6 (CSO) be excluded from 
school without an adequate risk assessment being undertaken and the 
involvement of the child’s Lead Professional/Social Worker.   

 

 
 
 

                                            
6 Looked After Children are generally the subject of a Compulsory Supervision Order 
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Looked After Children – involvement/attendance of social worker 
 
1.48 Headteachers must invite the child or young person’s Lead Professional/Social 

Worker to the meeting held within 3 days following the exclusion.  Headteachers 
should note that the parent/carer and/or the Looked After Child may also make a 
request that the Lead Professional/Social Worker attends this meeting.  

 
Children and young people with protected characteristics 

 

1.49 The Equality Act 2010 does not prohibit schools from excluding children or young 
people with protected characteristics, but it does prohibit schools from excluding 
children and young people because of their protected characteristic – s.85(2)(e) 
of the Equality Act 2010 - or from discrimination during the exclusion process 
undertaken by the school. 

 

Children and young people with disabilities 

 

1.50 Under s.85 (6) of the Equality Act 2010, schools have a duty to make reasonable 
adjustments to the exclusion process for disabled children and young people.   

 

Schools should ensure that they comply with the provisions of the Equality 
Act 2010 in relation to discriminatory behaviour in the context of exclusion 
from school. 

 

1.51 The Disability Discrimination Act 1994 Code of Practice, states that responsible 
bodies must not discriminate against a learner with a disability by excluding him 
or her for a reason related to the learner’s disability. 

 
Children who are adopted 

 

1.52 The needs of those children who are adopted7 are similar to those who are Looked 
After.  These children may struggle with the demands of school life and 
Headteachers should be aware of their particular needs.  The school should 
consider how best to engage parents of adopted children, ensuring early 
intervention, assessment of need and flexibility regarding the child or young person.  
Headteachers are asked to discuss adopted children’s’ needs with the Social Work 
Children and Families Team Manager or the Service Manager within their locality. 

 

Provision of alternative education 

 

1.53 The provision of alternative education is an immediate requirement for any pupil 
excluded from school, as set out in s.14 (3) of the Education (Scotland) Act 1980.  

                                            
7 Adoption and Children (Scotland) Act 2007 
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The local authority has a duty, without ‘undue delay’, to make arrangements for the 
continued education of the child or young person. 

 

1.54 There is no legislative definition of ‘undue delay’. However, the objective is to 
ensure the child or young person continues to receive an education while excluded 
from school.  

 

1.55 It is reasonable to expect alternative education provision to be in place after 3 days 
of the child or young person being excluded. It will not be sufficient to simply provide 
excluded children and young people with homework/classwork if they do not also 
receive appropriate support to enable them to understand the material provided.  

 

1.56 Any arrangements, therefore, should involve appropriate contact with the child or 
young person on a regular basis. This could be provided in the form of an e-mail 
address/telephone number of the child or young person’s Named Person who can 
address any concerns relating to the course work.  The Headteacher may arrange 
that an appropriate member of staff meets with the child or young person, at an 
alternative Fife Council establishment (e.g. library, community centre) to provide 
support for the child regarding work sent home. 

 

1.57 There is also a responsibility on the child or young person and their parents to 
make sure that the arrangements for continuing education is carried out and used 
during any period of exclusion.  

 

1.58 Any alternative arrangements should seek as far as possible, to provide a similar 
quality and breadth of education to that received by the pupil, prior to their exclusion 
from school, having due regard to the amount of contact time required by individual 
pupils. 

 

1.59 Suitable examples of continuing education are; coursework provided by the school, 
the use of on-line learning resources through GLOW or structured learning outside 
of home, for example, at a local library or community centre.  Developing 
technology has allowed schools to explore innovative methods of continuing to 
provide education to those who are temporarily excluded from school. Further use 
and development in this area is encouraged by the Directorate. 

 
Managed moves 

 

1.60 Where a child or young person is to be placed at another school – a managed 
move (or Host School transfer), either as part of an exclusion outcome or a serious 
incident can be arranged. The appropriate Education Manager will arrange and 
coordinate with the Headteacher of the sending school, aspects of the child or 
young person’s onward placement. Children and young people involved in 
managed moves can only be placed in another Fife school following robust and 
rigorous planning including appropriate transition arrangements.   
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1.61 Headteachers should note that managed moves should not take place without 
appropriate planning and the involvement of the Named Person and/or Lead 
Professional for the child or young person. The involvement of the school’s 
Educational Psychologist is an essential part of this process.  The use of ad-hoc 
‘trials’ at a different schools are discouraged by the Directorate.  Evidence suggests 
that such ‘trials’ lack appropriate planning and are prone to failure, further 
exacerbating the child or young person’s disengagement with education. 

 

1.62 Multi-agency partners must be included in the planning process. On no account 
should children or young people be moved to another school without appropriate 
planning and transition.   

 

1.63 Parents and the child or young person must be included in any decisions regarding 
placement at another school or a managed move within Fife.  

 

Return from exclusion 

 

1.64 To support a child or young person’s return to school from exclusion, use in the past 
has been made of phased progressive attendance. It may be necessary in 
exceptional circumstances to implement a package of support that could involve 
a flexible package or part-time timetable, within an agreed timescale.  

 

1.65 Any agreement following an exclusion must be for a short period, and certainly no 
longer than 10 school days in duration. Such arrangements must be recorded in a 
suitable plan, taking account of risk factors, and have the explicit (written) 
consent of the parent and/or the child or young person. 

 

1.66 A phased return from exclusion should be recorded in SEEMiS using the approved 
code, PTX (Part-Time attendance eXclusion) - (please see the procedural guidance 
section of this policy).                                                                                                                                                                                                                                                    

 

It remains the case that it is not permitted within the law to send pupils home 
without exclusion.  

 

There is no form of ‘informal exclusion’, such as: 

 cooling off; 

 being sent home to calm down; 

 extended study leave; 

 reduced timetable; 

 being sent home before they are excluded; 

 health and safety reasons; 

 informing the parent that the child is at risk of exclusion unless taken home. 



17 
 

 

which complies with the law on exclusion, even when this is done with parental 
permission.  

 

1.67 The use of informal exclusion, in any form, is not permitted by this policy and 
the Directorate and such practice must be avoided at all times.  

 

Seclusion of children and young people 

 

Many Fife schools have implemented a system of internal exclusion, sometimes referred 
to as ‘remove’ or ‘time-out’.  In a small number of cases this can be viewed as a form of 
seclusion or isolation, where the child or young person is based in a room with supervision 
and is given work to complete, away from their peers.  The child or young person’s social 
time is scheduled to be different than the normal timetable of their peers.   

New guidance is being produced in Scotland to regulate the use of seclusion in special 
schools and protect the rights of children. In England, the Department for Education 
classes seclusion as a restrictive physical intervention.  

Seclusion is defined as: 

 

“the supervised confinement and isolation of a person, away from other users of services, 
in an area from which the person is prevented from leaving”8 

 

‘Time out’ approach in Fife is defined as: 

 

“…an intervention with a child or young person, which uses a location within the school, 

which is alternative to the child’s usual classroom setting.  A Time Out Approach should be 
a short-term intervention that is focused on enabling the child/young person to reduce 
feelings of distress or anxiety and return as soon as possible to his/her usual learning 
environment.  A Time Out Approach should never be punitive or involve physical restraint, 
nor restrict the movement or mobility of the person concerned.”9 

 

The length of time spent in such facilities varies from school to school and according to the 
seriousness of the behaviour which caused the issue. 

Research indicates such arrangements can only solve the problem temporarily, and 
seldom do they address the underlying relationship issue, which caused the poor 
behaviour in the first place.  Additionally, systems of ‘remove’, whilst addressing the 
immediate issue, can in practice, de-skill practitioner’s ability to manage inappropriate 
behaviour. 

Children and young people view these arrangements as punishment, and without any 
attempt to repair or resolve relationship issues, it is likely that the child or young person, 
put back into the same situation, will exhibit poor behaviour and choices. 

                                            
8 Department of Health, Para 87P and P 2014 
9 Pupil Time Out Approaches, Fife Council, FISH 
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“Interventions are not sufficient to enable behavioural changes amongst many secluded 
students, or to address or resolve the complex behavioural issues or specific learning 
needs that many of them possess10.” 

 

Seclusion and Human Rights 

Any use of seclusion is likely to contravene Article 5 of the Human Rights Act.  Article 5 
speaks of the right to liberty and security and its use in any setting could be questionable. 

 

From the recent Directorate guidance on Time out approach, the following is relevant. 

“If the answer is yes to the below the practice is more likely to be seclusion, and may be 
illegal except in specific circumstances described in legislation such as The Mental Health 
Act (1983) or in preventing a criminal offence”11. 

 

 

Do support staff, teachers, or others take the person to the room or space?  

 

Is the person left in the room or space alone?  

 

Is the person unable to leave the room independently or cannot understand how to leave 
the room when they choose to?  

 

Do people watch/monitor the person from outside the room?  

 

Is the practice dependent on a room or space, which is available at the person lives, works 
or is educated? 

 

 

“Where seclusion is used, it must: 

 

i. be in a place that is safe; 
ii. be managed under supervision; 
iii. take account of the additional support needs of the child or young person; 
iv. include some attempt at restorative approach to repair the relationship damaged by 

his/her behaviours; 
v. be time limited.” 

                                            

10 Barker, J; Alldred P; Watts, M and Dodman, H (2010) Pupils or prisoners? 

 
11 BILD – (British Institute of Learning Disabilities) Principles, 2009 
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Headteachers should note the guidance regarding seclusion contained in the Directorate 
document relating to “Pupil Timeout Approaches”, available on FISH at: 

http://fish.fife/fish/detailedsearch/index.cfm?fuseaction=PubView&objectid=7875430D-
DAEB-9617-137395D10E0D4C99 

http://fish.fife/fish/detailedsearch/index.cfm?fuseaction=PubView&objectid=7875430D-DAEB-9617-137395D10E0D4C99
http://fish.fife/fish/detailedsearch/index.cfm?fuseaction=PubView&objectid=7875430D-DAEB-9617-137395D10E0D4C99
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Section 2 
 
Procedural Guidance - Principles 

 

Children and young people are entitled to be involved in, and consulted about, 
major decisions affecting them. It is important that school processes reflect this 
requirement. All school documentation, including support contracts, home school 
agreements, records of relevant case conferences and meetings relating to 
exclusion, should include the participation and/or views of the pupil with regard to 
the particular proposal affecting him/her. 

Standard letters to be issued in the event of an exclusion are contained are held in 
electronic format in SEEMiS and must be used in relation to all exclusions. 

 

The school’s failure to provide the parent(s) and/or child or young person with the 
appropriate intimation of exclusion, using the letters provided by the Directorate, is 
likely to be challenged at an appeal committee or by the Sheriff. 

 

Similarly, schools who fail to provide to the parent(s) and/or child or young person 
the Council’s exclusions leaflet(s)12, outlining the right of appeal, and how to do this, 
may also be challenged by the appeal committee or Sheriff.  

 

Duration of exclusion 

 

2.0 The actual duration of exclusion should be the minimum number of days required 
to organise appropriate support planning and risk assessment to enable the child or 
young person to return to school.  The maximum length of exclusion is 10 days – 
it should be noted that exclusions of this length would be the exception. 
  

2.1 Exclusions of more than 3 days should be discussed with the Education Manager 
within the locality. 

 
2.2 Part of the exclusion process involves informing parents and pupils, about their 

rights to appeal the exclusion.  All exclusions must be defensible in law.  See 
previous section entitled ‘Legislation’.  The parent and child or young person must 
receive copies of the exclusion leaflets. 

 
2.3 Where more than one pupil has been excluded with regard to the same incident it is 

important to consider each individual circumstance separately to ensure fairness of 
treatment.  This is of particular importance if the pupil is Looked After and/or has 
additional support needs.  In these circumstances additional consideration is 
required by the Headteacher. 

 

                                            
12 Leaflets for parents and children/young people are included in the appendices 
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2.4 All exclusion periods begin at the start of the day following the pupil’s last day 
at school. 
 

Is exclusion appropriate? 

 

2.5 For any incident in which exclusion is being considered, all reasonable efforts 
should be made to ensure that the pupil’s view is sought and recorded on the 
Record of Exclusion Agreement (Appendix 2) 
 

2.6 If the young person is the statutory leaving age or older, their agreement must be 
sought regarding any communication with parents prior to that communication 
taking place13. The Age of Legal Capacity (Scotland) Act 1991, may apply when the 
child is 12 years of age or older. 

 

2.7 Where the child or young person has additional support needs, additional 
considerations apply.  Although having additional support needs does not preclude 
a pupil being excluded, the school must ensure that excluding any child or young 
person with additional support needs who has a disability does not amount to 
unlawful discrimination.  This could be the case if they were excluded for behaviour 
connected to their disability.   

 

2.8 During any period of exclusion Fife Council, through the school, are obliged to make 
provision for the support required by the excluded learner.  This support should be 
documented in an Additional Support Plan (ASP), Child’s Plan or Coordinated 
Support Plan (CSP).  This may include for example, allied health professional 
support, such as speech and language therapy. 

 

2.9 The case for exclusion must be balanced with the need to take all reasonable steps 
to ensure that appropriate provision is made for the child or young person’s 
additional support needs.   

 

2.10 Where the child or young person is Looked After (either Looked After at home or 
Looked After away from home) any decision to exclude must involve the child or 
young person’s Lead Professional/Social Worker.  The child or young person’s 
Social Worker/Lead Professional can be contacted via the Social Work Contact 
Centre (tel: 03451 55 15 03 or by email: sw.contactctr.fife.gov.uk). For children 
Looked After by other local authorities, direct contact should be made with the 
Lead Professional/Social Worker within that local authority area14. 

 

2.11 In the role of corporate parent, all Fife Council staff should give consideration to the 
potential impact of exclusion on the child or young person’s care placement.  
Exclusion of a Looked After Child should never jeopardise their care placement, 
and where this is considered to be a possibility, appropriate support arrangements 

                                            
13 Common Law of Confidentiality applies as does the GDPR and the Data Protection Act 2018 
14 The Directorate acknowledges that there are practical issues with a social worker attending from outwith Fife 
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must be discussed with the Lead Professional and put in place prior to the 
exclusion. 

 

2.12 Where the child or young person is on the Child Protection Register, or where 
there are documented care and welfare concerns, there must be discussion 
with the Social Work Service Manager or  Social Work Team Manger in 
advance of any decision to exclude. Consideration must be given in how to 
manage any risks, if the decision to exclude is taken.           

 

Where a child or young person is attending a school and a support provision on a 
shared placement and is excluded from one setting they should not be 
automatically excluded from the other. A child or young person in a shared 
placement should be excluded from all provision only in exceptional 
circumstances, where there is a clear justification (e.g. in terms of perceived risk). 

 

2.13 Where the pupil has additional support needs, the decision to exclude must be 
discussed with the Named Person in school, who has responsibility for the 
coordination of educational planning for the child or young person. 

 

Having taken the decision to exclude 

 

2.14 A child or young person must not be sent home during the school day on the day of 
his/her exclusion unless: 
 

i. it has been discussed with the parent/carer that day and confirmed that there is no 
additional risk to the child or young person by going home, and 

 
ii. the circumstances are sufficiently serious to involve risk for the child or young 

person, or other members of the school community, if his/her attendance continues 
until the normal end of the school day. 
 

2.15 Even if part ii) above applies, the child or young person should remain in school 
unless or until part i) above can be established. If parents can collect a child or 
young person, the exclusion can take immediate effect. 

 
2.16 If an incident is so serious that it warrants exclusion from school, this is likely 

to be incompatible with the pupil’s continued attendance at classes.  They 
must therefore be accommodated elsewhere within school, with appropriate 
supervision15, until the end of the school day, or until their parents can be 
contacted to collect them from school. If this is not done, it is not 
unreasonable to argue that a basic condition to justify exclusion has not been 
met.  A member of the school’s senior leadership team should oversee such 
arrangements. 

 

                                            
15 Conditions of seclusion must be met – see earlier section 
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Exclusion Letters 

 

2.17 Whether it has been possible to contact parents (e.g. by telephone) or not, an 
exclusion letter must be given to the child or young person to take home to his/her 
parents.  A further copy must be sent by recorded delivery.  The school must be 
able to demonstrate that every effort has been made to contact the family to 
discuss the exclusion, including the use of emergency contact phone numbers if 
necessary.  It would be advisable to keep a log of the time any telephone calls to 
the parents, whether answered or not.  Schools may find it useful to keep this log in 
the SEEMiS Wellbeing module. 
 

2.18 For all exclusions, parents should receive a copy of the leaflet for parents. Pupils 
over the age of 12 years should receive the leaflet for pupils.  This leaflet may also 
be given to younger pupils who are considered to be of sufficient maturity and 
understanding. Both the child and parent leaflet are available to download from 
FISH. Failure to provide the appeals information to parents and the child or young 
person may be prejudicial to an appeal outcome, if an appeal is lodged by the 
parent or young person.  

 

Re-engagement following exclusion 

 

2.19 Appendix 3 provides detail on the procedure in relation to re-engagement. 

 

2.20 A meeting with the pupil and parents must be arranged and held within 3 days of 
the date of the decision to exclude. The re-engagement section of the Record of 
Exclusion Agreement (Appendix 2) should be completed at this meeting and will 
serve as a minute of this meeting.  This is the maximum statutory period allowed. 
However, these guidelines specify that meeting should be held as soon as possible. 
Every attempt should be made to contact the parent on the day of the incident (e.g. 
by telephone) and advise them of: 
 

a)  The reason(s) for exclusion and that their child is presenting problems 

      which can be appropriately addressed via a short period of exclusion 

      from the school, during which time appropriate plans can be put in place. 
 

b) An appointment as soon as possible (and within 3 days) after the 

exclusion at a time when parents accompany their child into school. 

 

2.21 If the parents do not respond to the request for a meeting, then the Headteacher 
should send a letter by recorded delivery to remind the parents of the terms of the 
exclusion and ask that they respond by contacting the school to arrange a suitably 
convenient time/date for the exclusion meeting. 

 



24 
 

2.22 If, despite all efforts, the parents do not contact the school, once the exclusion has 
run its course, the child or young person should be expected back in school.  In 
these circumstances, if the pupil does not return to school a recorded delivery letter  
should be sent to the parents and the child or young person, if they are over the age 
of 12 (or younger if they have the capacity of sufficient understanding), letting them 
know that the exclusion is now over, that they should now return to school and that 
any further absence will be recorded as unauthorised.  This letter should also offer a 
further opportunity for the family to meet with the school to address the difficulties 
which led to the exclusion and discuss future planning. 

 

2.23 At the re-engagement planning meeting with the child or young person and parents 
the aim should be to arrive at an agreement regarding the duration of the exclusion 
although the final decision rests with the Headteacher (but must not exceed ten 
days).  The meeting will also identify ways in which the school, the child or young 
person and the parents can work together to identify actions to be undertaken when 
the exclusion comes to an end. In addition, a date of return should be set (within the 
maximum period allowed). 

 

2.24 If the parent(s) and child/young person still do not respond or comply with the 
Headteacher’s request to meet and return to school, the Headteacher should 
contact the Education Manager to discuss appropriate action by the Directorate. 

 

2.25 If the exclusion is to continue beyond three days, the requirement for continued 
education, including teacher contact, must be planned. 

 

2.26 At the meeting the child or young person and parent(s) must be fully informed of 
their rights of appeal against a decision to exclude.  

 

2.27 If, during the meeting with the child or young person and parent to consider the 
exclusion, agreement is reached on how to address the situation, this should be 
recorded in writing, in the space provided on the Record of Exclusion Agreement 
(Appendix 2). The completion of this document should serve to reflect agreed 
understandings of respective actions to be completed after the exclusion comes to 
an end.   

 

2.28 Where appropriate, risk assessment and management should be considered in 
order to prevent any repeat of the behaviour which led to the exclusion.  See earlier 
section of this policy.  It would be appropriate to save a scanned copy of the 
relevant checklist, record of exclusion agreement and risk management plan in the 
SEEMiS Wellbeing record for the child or young person. 

 

2.29 Headteachers should note, it is not, however, a legal requirement to have a 
pre-return meeting, seek guarantees or complete contracts of behaviour with 
parents or young people before a return to school. 
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Phased Return following exclusion 

 

2.30 In order to support a child or young person appropriately and enhance their 
transition back to school, it may be necessary, in exceptional circumstances, to 
implement a package of support that could be achieved using a flexible or part-time 
timetable with an agreed timescale as to when this will end.  

 

2.31 Any such flexible or part-time timetable should be for a short, agreed period (no 
longer than 10 schools days) with the aims and conditions around this recorded in 
a support plan. This should also be recorded in the SEEMiS attendance module, 
with a code which has been created for children and young people who are 
returning to school on a part time basis following a period of exclusion. The 
attendance code is given below: 

 

 

 

 

2.32 Headteachers should note that this should be used in exceptional circumstances 
and must not be used to artificially extend the length of the child or young 
person’s exclusion. 

 

2.33 It is however recommended that the child or young person returns to school full-time 
after a period of exclusion.   

 

2.34 Following the meeting, the parents and pupil (aged 12 years and over) should each 
be sent a copy of the completed Record of Exclusion Agreement. 
 

2.35 If no agreement has been reached with the pupil and parents, the school should 
alert their Education Manager and jointly decide how to take matters forward.  
Consideration should be given to employing other strategies.  If such consideration 
does not indicate a means of progressing the matter, the advice of the Education 
Manager must immediately be sought by the Headteacher on the procedures to be 
followed within a given timescale. 
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2.36 Where it has not been possible to reach agreement with the pupil and/or their 
parents under no circumstances can the current exclusion be continued or 
extended. If the Headteacher is of the opinion that a further period of exclusion is 
required, this must be processed as a separate new exclusion. 

 

Quality Assurance 

 

2.37 It is essential that each school collates data on exclusions and uses it to monitor 
and review practice.   

 

2.38 In secondary schools, exclusions data should be provided to the Education 
Manager, on a biannual basis; mid-session and end of session.  Any areas for 
development or improvement should be identified and an appropriate action plan 
agreed with a view to addressing these. 

 

2.39 All schools are required to put in place quality improvement mechanisms regarding 
exclusion.  Through these schools should monitor and analyse their own trends in 
exclusion, and in relation to comparator schools.  Action planning should be put in 
place in relation to any areas which require development and discussed with the 
Education Manager as part of school improvement meetings. 

 

2.40 School exclusion data provided by the Directorate at the mid-session and end of 
session points will be shared across the authority in order to identify any areas of 
ongoing difficulty and to allow best practice to be shared. 

 

2.41 The Education and Children’s Services Directorate will provide Fife Council 
Committees with exclusions data for scrutiny at the appropriate times throughout 
the session. 

 

2.42 The Education and Children’s Services Directorate will provide the Scottish 
Government with exclusion data, using the three metrics mentioned below, on a 
biennial basis: 

 

1. Number of exclusions per 1000 
2. Number of days excluded per 1000 
3. Average length of exclusion (in days) 
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Serious Incidents – including weapons or knives 

 

2.43 Where there has been an incident involving a knife or weapon (or a child or young 
person is found carrying a knife or weapon), Headteachers should follow the 
Directorate guidance entitled, “Weapons in Fife Schools”.   

 

2.44 Any incident involving a knife or weapon should be considered, very serious, with 
potentially life changing consequences for children, young people or staff.  
Headteachers must not hesitate in contacting Police Scotland (by dialling 999, 
not 101) regarding such incidents. Steps should be taken, if conditions allow, to 
ensure the immediate safety of all children, young people and staff of the school, 
until the arrival of Police Scotland Officers. 

 

2.45 Headteachers and staff of the school should not search children and young people 
for weapons and/or knives.  This could place staff and other individuals in danger.  
Headteachers should contact Police Scotland and allow the Police Officers who 
attend to search the child or young person. 

 

2.46 If it is possible, without endangering pupils, staff or the public, the Headteacher 
should securely lock away any weapon or knife until the Police can recover the item 
and have it destroyed. 

 

2.47 Incidents involving weapons, including knives must be recorded on First Contact, 
following the incident, when it is safe to do so. 

 

2.48 Headteachers must contact the Head of Education as soon as is practicable 
following incidents of weapons or knives.  The Serious Incident Form, 
available on FISH, should also be completed and emailed to the appropriate 
Head of Education, in addition to making contact with the Head of Service 

 

2.49 Where there has been a serious incident (for example involving serious physical 
injury to someone in school, a knife or a weapon used or presented), or a pattern of 
serious incidents, the pupil’s continued attendance at their current provision may be 
in question.  This would require a decision by the Head of Education. If this may be 
the case, the Headteacher should consult with their Education Manager, after which 
the Serious Incident Report form (Appendix 4) should be completed and emailed 
to the appropriate Head of Education. 
 

2.50 In these circumstances the requirement to identify appropriate educational provision 
within the 10-day maximum remains.  This means that the child or young person 
may be re-admitted to interim provision following the exclusion, pending a decision 
by the Head of Education. 
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2.51 Where there are particular difficulties, for example where it is problematic for the 
child or young person to attend particular classes, it is essential that the 
Headteacher discusses an appropriate plan with support services.  This would 
include in school support services, out of school resources associated with the 
school, the Pupil Support Service and the Psychological Service. 
 

2.52 Where it is anticipated that the long term needs of the pupil would involve out of 
school resources, or contact with another school, then it is a requirement that 
planning for access to these is undertaken, led by a member of the senior 
leadership team of the child or young person’s school. 
 

2.53 In all instances decision making with regard to serious incidents referrals rests with 
the appropriate Head of Education.   

 

2.54 In no circumstances should the impression be given to the child, young 
person or parent(s) or those supporting the child, young person or parent(s) 
that a decision has been taken at school level in advance of appropriate 
consultation and consideration by the Head of Education.   
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Exclusions Checklist                                                                                
Appendix 1 

Should be completed in every instance where an exclusion is being considered. 

 

Copies should be sent to Parent / Carer, and Social Work (for all Looked After Children).  A 
scanned copy of the checklist should be stored in the SEEMiS Wellbeing application for the 
child/young person. 

 

 

Decision to exclude – key considerations 

 

 

Yes/No 

 

Comments 

 

Has the child or young person been excluded 
before?   

 

  

 

What was the impact of previous exclusion(s)? 

 

 

Have the following been engaged to help 
prevent exclusion? 

 

 Child or young person; 

 Parents/carers; 

 Key education staff 

 Other professionals – Social Work, EP, 
PSS, … 

  

 

Has there been clear assessment of the child 
or young persons’ needs?  

 

Remember LAC pupils should be considered as 
having additional support needs. 

 

  

 

Is there a robust risk management plan for the 
child/young person, drawn up in accordance 
with the Directorate guidance? 
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Was the risk management plan and/or 
support plan adhered to on this occasion? 

 

  

 

Is there clear evidence that allowing the child 
or young person to continue to attend school 
would be seriously detrimental to order and 
discipline in the school or to the educational 
wellbeing of fellow pupils? 

 

  

 

Has the purpose of the exclusion (to allow 
planning and support to be clarified and 
implemented) been clearly identified and 
discussed with relevant parties (child, young 
person, parent, school staff)? 

  

 

Have all alternatives to exclusion have been 
fully considered and deemed not to be 
appropriate (e.g., access to support centre, 
restorative measures etc.) 

  

 

Are there any other circumstances that may 
have affected the child or young person’s 
presentation? 

 

Have these been taken into account? 

  

 

Have potential risks of exclusion from school 
been identified and rigorously considered (e.g. 
child protection, care & welfare, LAC status, 
impact on care placement etc.?) 

  

Has another professional from the school who 
is not directly involved in the incident, been 
consulted on the situation in order to provide 
an independent perspective? 

  

Does the exclusion comply with the regulation 
4 and 4A of the 1975 regulations as amended? 
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Consultation & Communication   

 

Has the child or young person and parent 
have been fully consulted and informed about 
the possibility of an exclusion, including the 
potential length of the exclusion? 

  

 

If the child or young person is Looked After, or 
is on the Child Protection Register or has 
documented care & welfare concerns, has the 
Headteacher met the requirements for LAC or 
CPR exclusion? 

  

 

Have  the appropriate letter(s) been 
authorised and sent home (1 x with the pupil, 
1 x recorded delivery) 

 

 

 

  

 

Has the child or young person and parent 
been informed of their right to appeal the 
exclusion? 

 

If the child or young person / parent has 
indicated that they will appeal the exclusion, 
has the Education Manager been informed by 
the Headteacher?  

 

  

Planning   

 

Has agreement been established about when 
and how the pupil will leave school on the day 
of exclusion? (e.g. parent will collect them, 
child or young person will return home 
independently) 

  

Have measures been taken to ensure the pupil 
has continuity of access to education for the 
duration of the exclusion? (e.g. work has been 
sent home). 
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If the exclusion is likely to last more than 3 
days have measures been put in place to 
ensure the pupil receives direct teacher 
contact as part of their education plan or 
support plan? 

 

  

 

Has a date for a re-engagement meeting has 
been set for no longer than 3 days after the 
date the exclusion began? 

 

  

 

Have any safety and/or risk assessment issues 
been considered and planned for? 

 

  

Re-engagement   

 

Did the re-engagement meeting take place 
within 3 days? 

If not why not? 

 

 

  

 

Did the agenda for the re-engagement 
meeting: 

 Clarify reason for exclusion 

 Seek & record pupil & parent views 
again 

 Identify respective responsibilities / 
next steps to enhance reparation and 
minimise the risk of future exclusion 

  

If parent / pupil does not agree with the terms 
of exclusion have you made a decision with 
regard to re-admitting / re-excluding? (an 
existing exclusion cannot be continued) 
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Appendix 2 
Record of Exclusion Agreement                                                             

 

This record should be completed in conjunction with the exclusions checklist. Copy to 
parent/carer, pupil (if over the age of 12 years), any other relevant party (e.g. Lead 
Professional if pupil is LAC), and a scanned copy store in the SEEMiS Wellbeing record of 
the pupil. 

 

 

Pupil 

 

 

 

School & stage 

 

 

 

Date 

 

 

 

Completed by 

 

 

 

Decision to exclude 

 

 

 

Any decision to exclude a pupil from school must be based upon evidence that: 

 

 Allowing the pupil to continue to attend school would be seriously detrimental to 
order and discipline in the school, or to the educational wellbeing of fellow learners, 
and / or, 

 The parent of the pupil refuses or fails to comply, or to allow the pupil to comply, 
with the rules, regulations, or disciplinary requirements of the school 

 

 

    

 

 

The school has decided it has no alternative other than to exclude (PUPIL NAME) because 
(INSERT REASON)… 

 

The duration of the exclusion is (NO. OF DAYS) 

 

The following arrangements have been put in place to ensure continuity of education for 
(PUPIL NAME)… 
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Pupil’s View 

 

The views of the pupil must always be sought and recorded in relation to any exclusion 
from school 

 

 

 

 

 

 

 

Parent / Carer View 

 

The views of parents / carers must be sought and recorded in relation to any exclusion 
from school (unless the pupil is over the age of 16 and declines consent for this 
information to be obtained) 

 

 

 

This record of exclusion agreement should be scanned and stored within the child or 
young person’s record within the SEEMiS Wellbeing application. 

 

Schools are advised not to store documents related to the exclusion of a child or young 
person within any other system than SEEMiS. 

 

 

 

 

 

 

 

 

(PUPIL NAME) was consulted by (NAME OF SCHOOL STAFF) on (INSERT DATE), advised 
of the reason(s) for exclusion, and of their right to appeal the decision  

 

 

(PUPIL’S NAME) view regarding the decision to exclude them from school is… 

 

 

 

(PARENT / CARER NAME) was consulted by (NAME OF SCHOOL STAFF) on (INSERT 
DATE), advised of the reason(s) for exclusion, and of their right to appeal the decision 

 

(PARENT / CARER NAME) view of the decision to exclude (PUPIL NAME) from school 
(INSERT) 

 

The views of any other relevant party (e.g. Lead Professional for LAC) (INSERT) 
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Appendix 3 
Re-engagement Procedure 

                                                                      

A re-engagement meeting must be held within 3 days of the date on which the exclusion 
commenced. The re-engagement meeting should focus on identifying how best to ensure 
the pupil is able to return to education successfully.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 If agreement about successful re-engagement cannot be established the school 
should consult other relevant professionals as appropriate (e.g. Education 
Manager, Educational Psychologist)  

 If the child or young person or the parent indicates that they intend to appeal the 
exclusion the school should inform them of the appropriate next steps, they should 
take 

 

The school must inform their Education Manager of the possibility of appeal of the 
exclusion. 

 

 

A re-engagement meeting took place on (insert date), and was attended by (names of 
all who attended) 

 

The following points were discussed (record relevant info under each heading) 

 

 Reason for the exclusion 

 Date of return to school 

 Pupil’s responsibilities (e.g. restorative meeting(s), other reparation, agree to 

adhere to school rules etc.) 

 School’s responsibilities (e.g. additional supports, facilitate restorative 

meeting(s), review and consider current education programme etc.) 

 Parent/Carer responsibilities (e.g. support pupil and school with the agreed 

responsibilities etc.)   

 Other relevant person’s responsibilities (e.g. any other relevantly involved 

person / professional) 

Any other additional comment / information 
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Appendix 4 
 
 
 

  

 

 
 
 

Exclusion Policy and Procedural Guidance   

(NB it is essential that this information is submitted in summary)  

School  
 

Name of Pupil  
 

DOB  

Address  
 
 
 

Nature of Incident 

 
 
 
 
 

Steps taken to deal with incident 

 
 
 
 
 

Pupil/Parents view of Incident and way forward 

 
 
 
 
 

Summary of Support Services involved in school 

 
 
 
 
 

External Support Services involved 

 
 
 
 
 
 

Education provision identified to resolve the exclusion within the 10 day period 

Serious Incident Report Form 
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Issues identified in meeting educational needs in the long term: proposed plan 

 
 
 
 
 

Note of actions proposed by school liaison group or other review 

 
 
 
 
 

Care considerations (where appropriate) 

 
 
 
 
 

Outwith school resources identified as relevant, outline steps taken to involve these 
resources 

 
 
 
 
 

Outline involvement sought from the Head of Education 

 
 
 
 
 

Decision and recommendation by the Head of Education 

 
 
 
 
 

 

 

 
 
 


