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Agenda for a Pupil Discipline Committee Meeting
(where the exclusion is permanent or the pupil is still excluded) – Chair’s script and notes
Part 1: Chair’s script
1.	Welcome and introductions
“Welcome everybody to the [NAME OF SCHOOL] pupil discipline committee, which has been convened to discuss the potential permanent exclusion of [PUPIL NAME]. Can we start by having a round of introductions?”
–	[NAME] (Chair of Governors)
–	[NAME] (Vice Chair of Governors)
–	[NAME] (SEND Governor)
–	[NAME] (Clerk)
“Can we please have a round of introductions from everyone else?”
2.	Purpose of the meeting
“The meeting will follow the agenda in front of you. The purpose of the meeting is to:”
–	formally hear the case which has led up to the decision to permanently exclude [PUPIL NAME];
–	review the exclusion;
–	consider the views of the parent/carer and the local authority;
–	check that the headteacher/school has had regard to current DfE guidance.
3.	Possible outcomes
Chair explains the possible outcomes of the meeting:
“The pupil discipline committee will decide whether to confirm the exclusion or reinstate [PUPIL NAME]. A letter will be sent to the parent/carer following the meeting giving the reasons for the governors’ decision. A verbal confirmation will be given to all attendees today at the conclusion of this meeting.”
4.	Headteacher’s case
“May we please start by inviting the headteacher to present their case in support of the exclusion? Questions from the parent/carer, the local authority and governors will follow the headteacher’s statement.”
This is followed by questions from the parent/carer or their representative, the local authority representative and governors.
5.	Parent/carer’s views
“[PARENT/CARER NAME] or their representative is now invited to present their views on the exclusion.”
This is followed by questions from the headteacher, the local authority and governors.
6.	Local authority
“Can I now invite any questions or comments from the local authority?”
This is followed by questions or comments from the school, the parent/carer and governors.
7.	The headteacher summarises their case in support of the exclusion.
8.	The parent/carer summarises their views on the exclusion.
9.	The Chair checks that everyone has said what they want to say.
10.	The headteacher, parent/carer and local authority representative (if present) leave the meeting.
11.	Governors make their decision (with the clerk in attendance).
12.	All parties are invited back and the Chair announces the decision.
If the committee upholds the exclusion
“Thank you for your time, everybody.
The panel have listened carefully to the case from all perspectives and have reached a decision.
The decision of the panel is that the exclusion of [PUPIL NAME] will be upheld.
This is because [REASONS FOR THE DECISION].
This decision can be appealed by the parent/carer.
If the parent/carer does wish to appeal, they will need to write to the Clerk to the governing body within 15 working days of receipt of the letter confirming our decision.
A date will then be set and an independent review panel will hear the case.
Should we not hear anything within the stated period, we will assume the parent/carer does not wish to appeal and the permanent exclusion will stand. No further appeals will be possible.
We will write to all parties today to communicate the panel’s decision.
I now call the meeting to a close. Thank you, everybody.”
If the committee reinstates the pupil
“Thank you for your time, everybody.
The panel have listened carefully to the case from all perspectives and have reached a decision.
The decision of the panel is that the exclusion of [PUPIL NAME] will not be upheld. This is because [REASONS FOR THE DECISION].
Therefore, we expect to see [PUPIL NAME] back in school on [DAY] morning for a reintegration meeting with [HEADTEACHER].
We would feel obliged to state at this moment, though, that any further incidents like the ones that have been spoken about today would be seen in a very dim light and would undoubtedly be dealt with decisively on future occasions.”


Agenda for a Pupil Discipline Committee Meeting
(where the exclusion is permanent or the pupil is still excluded)
1.	Introductions by the Chair – names and roles
2.	Purpose of the meeting, including possible outcomes
3.	Headteacher/Principal presents the case in support of the exclusion
–	Questions from the parent/carer
–	Questions from governors
4.	Parent/carer presents their views on the exclusion
–	Questions from the headteacher/principal
–	Questions from governors
5.	Headteacher/Principal summarises their case in support of the exclusion
6.	Parent/carer summarises their views on the exclusion
7.	Headteacher/Principal and parent/carer leave the meeting
8.	Governors make their decision (with the clerk in attendance)
9.	Headteacher/Principal, parent/carer and local authority representative invited back
10.	Governors convey their decision
Should the decision of governors be to uphold the exclusion, the parent/carer may appeal the decision. Appeals should be made in writing to the Clerk to Governors within 5 school days.
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