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Contacting the independent review panel clerk to confirm arrangements  	



Relevant guidance: 
· Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement - from September 2023

Relevant excerpts:
· “The local authority/academy trust may appoint a clerk to provide advice to the panel and parties to the review on procedure, law and statutory guidance on suspensions and permanent exclusions.”
Paragraph 169: Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement - from September 2023
· “Where appointed, the clerk must perform the following additional functions: 
· Make reasonable efforts to inform the following people that they are entitled to make written representations to the panel, attend the hearing and make oral representations to the panel and be represented: 
· the parents or pupil if they are 18 years or older; 
· the headteacher; 
· the governing board; and 
· the local authority (in the case of a maintained school or PRU).
· Make reasonable efforts to circulate to all parties copies of relevant papers at least 5 school days before the review. These papers must include: 
· the governing board’s decision; 
· the parents’ application for a review; and 
· any policies or documents that the governing board was required to have regard to in making its decision.”
Paragraph 170: Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement - from September 2023
· “The clerk should identify in advance of the meeting whether the pupil (where they are under or over 18 years old) will be attending. Where a permanently excluded pupil is attending the hearing, consideration should be given in advance as to the steps that will be taken to support their participation. If the permanently excluded pupil is not attending, it should be made clear that they may feed in their views through a representative or by submitting a written statement.”
Paragraph 176: Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement - from September 2023
· “The clerk should inform the parents of their right to bring a friend to the hearing.”
Paragraph 177: Suspension and permanent exclusion from maintained schools, academies and pupil referral units in England, including pupil movement - from September 2023

Suggested wording:
(This suggested wording is a guide. You might need to make amendments to fit the individual circumstances of the pupil in question). 
I am writing in relation to {name of young person}’s exclusion from {name of school}. I understand that the Independent Review Panel is due to meet on {date of independent review panel hearing}.

The following people will be attending the hearing:

{Name of attendee}, who is {relationship to young person or professional position}.
{name of young person} will {not be attending / also be attending}.

1. I now attach/enclose the parents’ application for a review, the arguments against the decision of the governing board, and the supporting evidence. Please provide these to the Independent Review Panel members and the other parties at your earliest convenience.

2. We are not yet able to provide the arguments and supporting evidence. We will forward these as soon as possible, understanding that the parties and the Independent Review Panel members will need time to review them ahead of the hearing. We expect to be able to provide them by {date you will provide the material}.




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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