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All red text is instructional and should be deleted prior to sending the letter.
Bold text indicates where information needs to be tailored and should be made normal text prior to sending.
*Delete the appropriate section
East Dunbartonshire Council
Education Services 
Southbank Marina
12 Strathkelvin Place
Kirkintilloch
G66 1TJ

Date: 
Dear
In following the Councils procedures on Exclusion from School, it has been brought to my attention by insert name of Head Teacher of insert name of school that insert name of child has been excluded from school for a period of insert number of days as a result of insert description of incident/behaviour.
This most recent exclusion means that insert name of child has been excluded from school for Choose an item.during this school session.
This is a cause for concern, so I am writing to ask you and insert name of child (if appropriate) to meet with me on Click or tap to enter a date. at insert venue and time.
For pupils considered to have legal capacity*
As insert name of child is considered to have legal capacity, it is important that they are fully involved in any meetings we have to discuss the difficulties.  
For pupils considered NOT to have legal capacity*
Where appropriate, it may also be helpful for your child to attend the meeting. 
For all pupils
Both the Education Service and parents have a duty to ensure that a child of school age receives efficient education. It is, therefore, important that insert name of child’s education continues without further interruptions as soon as possible.
It is very important that we try to find a way of resolving your situation so I very much hope that you and insert name of child (if appropriate) will meet with me.
You should also note that you or your child have a right of appeal, which is explained in the attached ‘Appeal Procedure Information Sheet’.  Should you or your child wish to exercise this right of appeal you should write to me as soon as possible.
Should it be the case, however, that further exclusions occur, it may be necessary for the Education Authority to take more serious action and, while it is hoped that such a situation will not arise, it is important that you are fully aware of the possible consequences to insert child’s name behaviour in school.
I look forward to hearing from you and your child as soon as possible.
Yours sincerely,


CHIEF EDUCATION OFFICER
Education, People & Business
PM 3/11/F10: Meeting Request with Chief Education Officer
June 2023
Page 1 of 2
image1.png
sustainable thriving achieving

‘9 East Dunbartonshire Council

wwweastdunbartongovuk




