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Date
Dear (name of parents/carer),
I am writing to invite you to a meeting of the governing board to consider the suspension of [Pupil Name] from [School Name]. 

The meeting will be held on [Date] at [Time] in [Location].

The purpose of this meeting is to review the decision to suspend [Pupil Name] for [number of days] days. 

You have the right to attend the meeting, to be accompanied by a friend or representative, and to make representations to the panel.

If you wish to provide any written information or evidence, please send it to us by [date]. If you have any questions or need assistance (for example, accessibility requirements), please contact [Clerk’s Name and Contact Details].

Please confirm whether you will attend the meeting and if you will be accompanied.

Yours sincerely,


[Name]
Clerk to the Governing Board
For and on behalf of the Governing Board’s Discipline Committee
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