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Date
Dear (name of parents),
The governing board at (insert name of school here) have convened a panel to consider the permanent exclusion of your child (insert name of pupil).
 
This meeting will take place on the (enter date and time). You are invited to attend this meeting to make representation to the panel.
 
The meeting will take place at (enter location). The governing board panel will consist of three governors.
 
(Enter name of Headteacher), Headteacher will be in attendance to report to the panel and answer any questions.
 
I will also be in attendance to clerk the meeting.
 
You have the right to be accompanied at this meeting by a friend or relative. Please confirm your attendance and any person accompanying you at the meeting to me at the following email address (Enter clerk email address here) as soon as possible.
If you wish to make a written representation, in relation to the exclusion, this should be forwarded to me at the above address at least five school days before the meeting, this will be (enter date five school days before the meeting) so that it may be circulated in advance to all parties.
Please let me know if there are any adjustments we need to make to enable you to participate in the meeting or if you have any access needs I need to be aware of.
Yours sincerely
Name
Clerk to the Governing board
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