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School Name 
School Address



Date: 
Dear Insert Pupil Name,
INTIMATION OF TEMPORARY EXCLUSION
You have been excluded from this school for a period of Insert number days with effect from Select Date to Select Date  inclusive.
The decision to exclude has been taken in accordance with the Schools General (Scotland) Regulations 1975 as amended. 
The decision to exclude has been taken for the following reasons:
To allow time to develop/review pupil planning – *and must include: 
· The reasons for the decision to exclude; 
· Any conditions that you would need to comply with to return to school (where applicable); 
· The right to refer the decision to the Education Appeals Committee (“EAC”); 
· The address to which such an appeal is to be made; and 
· Any other information which the Education Authority considers appropriate i.e. alternative education.
*Please amend to suit the individual circumstances of the exclusion
I would be grateful if you would arrange to meet with insert name on select date, at insert time am / pm, to discuss the situation and what is required to support your safe and productive return to school.  You may invite your parent(s) /carer(s) or any other party to accompany you to this meeting.
You have the right to appeal the decision to exclude by writing to the Chief Education Officer, see enclosed appeal procedure information sheet for further information. If you think your exclusion is discriminating on the grounds of disability, you should write to the Additional Support Needs Tribunal (http://enquire.org.uk/service/additional-support-needs-tribunals-for-scotland-2). 
As described in section 30 of the Education (Scotland) Act 1980, it remains the parent/carer’s duty to provide efficient education for their child, which is suitable to their age, ability and aptitude, even during this period of exclusion. 
Yours sincerely 

HEAD TEACHER
Education, People & Business
PM 3/11/F05: Intimation of Temporary Exclusion - Pupil Letter
June 2023
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