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Description automatically generated]School Exclusions Hub
Making first contact with the local authority 	


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

My name is {your first name}, helping {name of young person} with their exclusion from {name of school}. I am the child’s {relationship to child}. 
I understand you deal with exclusions for {name of local education authority}. If this is not the case, please pass me the contact information for the person I need to be in touch with.
I would like to discuss {name of young person} exclusion to consider whether we can find a way forward that would be satisfactory to you, the school, and {name of young person}, without the need to pursue a formal challenge to the exclusion.
I would be interested to hear your thoughts and, specifically, whether you would be willing to help facilitate an alternative such as an off‑site direction, a managed move, or support for {name of young person} to remain at {name of school}.
I hope this is clear. Please contact me on {your contact information} if you would like to discuss it.





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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