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Asking the governing board to delay the hearing 



Suggested wording:
(This suggested wording is a guide. You might need to make amendments to fit the individual circumstances of the pupil in question). 

1. Request to Adjourn Hearing – Managed Move in Progress
My name is {your first name}, and I am the child’s {relationship to child}, assisting {name of young person} with their permanent exclusion from {name of current school}.
I understand the governing board is currently scheduled to consider the permanent exclusion at a panel on {date of governors’ hearing}.
I am writing to request that the governing board agree to delay this hearing. We are currently working with {name of current school} to arrange a managed move for {name of young person}. The success of such a process would be to everyone’s benefit - it would give {name of young person} the fresh start they need, and the headteacher would no longer need to commit resources to attending the governing board hearing or any subsequent review or claim.
As a family, we agree to the proposed delay and understand the potential impact it may have on {name of young person} if the managed move does not proceed. We believe this is a valuable opportunity and are keen to explore it fully.
In considering this request, we ask you to reflect on your duty to ensure that permanent exclusion is used only as a last resort, and therefore not to jeopardise a process that may serve as a beneficial alternative.
We would be grateful if you could confirm that the hearing will be adjourned.
2. Request to Adjourn Hearing – Awaiting Subject Access Request Documents
My name is {your first name}, and I am the child’s {relationship to child}, assisting {name of young person} with their permanent exclusion from {name of current school}.
I understand the governors are currently scheduled to consider the permanent exclusion at a panel on {date of governors’ hearing}.
A subject access request was made on {date subject access request made}, and we are still awaiting the provision of documents. It is essential that we have access to this evidence to prepare a robust challenge to the exclusion. We therefore request that the panel agree to adjourn the hearing scheduled for {date of governors’ hearing}.
As a family, we agree to the proposed delay and understand the potential impact it may have on {name of young person} if the hearing does not proceed as originally scheduled. We believe it is essential to have access to all relevant documents before the panel meets, and we are keen to ensure the process is fair and thorough.
In considering this request, we ask you to reflect on your duty to ensure that proceedings are fair. At present, {name of current school} has had access to all their records and has been able to select what evidence the governing board, {name of young person}, and their representatives can see. This creates an inequality between the parties that must be addressed.
We would be grateful if you could confirm that the hearing will be adjourned.


This information is correct at the time of writing, 23 September 2025.
The law in this area is subject to change. Coram Children’s Legal Centre cannot be held responsible if changes to the law outdate this publication. Individuals may print or photocopy information in CCLC publications for their personal use.
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