[DATE]

*Public Schools ONLY*

[NAME OF DIRECTOR]

School Education Director

[ADDRESS]

*Private Schools ONLY*

[NAME]

Association of Independent Schools

[ADDRESS]

Dear [NAME] 

Expulsion of [STUDENT NAME] from [SCHOOL NAME]

I am the [CHOOSE: parent/guardian/caregiver] of [STUDENT NAME].  I am writing to appeal the decision of [PRINCIPAL NAME], the Principal of [SCHOOL NAME] to expel [STUDENT NAME] from [SCHOOL NAME].

BACKGROUND FACTS

[STUDENT NAME] is a [AGE AND GENDER] who has been enrolled as a student at [SCHOOL NAME] since [YEAR].

[ADD THE EVENTS LEADING UP TO THE EXPULSION AND WHAT HAPPENED AFTER THE EXPULSION IN ANY MEETINGS WITH THE SCHOOL STAFF ETC]

[WRITE ABOUT EACH INCIDENT AS CLEARLY AS POSSIBLE INCLUDING DATES AND PEOPLE INVOLVED]

GROUNDS FOR APPEAL

The appeal of the decision by the Principal to EXPEL [STUDENT NAME] from [SCHOOL NAME] is based on the following grounds:

· Correct procedures have not been followed

· An unfair decision has been made

A.
Correct procedures have not been followed

The Principal did not adhere to the correct Departmental procedures in arriving at [CHOOSE: his/her] decision to expel STUDENT NAME.

The Suspension Procedures for [SCHOOL NAME] state that before a student is expelled, the Principal must first:

· ensure that all appropriate school student welfare and discipline strategies have been applied and implemented; 

· discuss the student’s behaviour (which may lead to their expulsion) with the student and their [CHOOSE: parent/guardian/caregiver];and

· provide a formal written caution about these behaviours, as well as clear expectations of what is required of the student in the future.

In [STUDENT NAME]’s case, these procedures were not followed.  

[WRITE ABOUT HOW THESE PROCEDURES WERE NOT FOLLOWED.  DID YOU DISCUSS THE STUDENT’S BEHAVIOUR WITH THE PRINCIPAL BEFORE HE/SHE WAS EXPELLED?  WAS THE STUDENT PROVIDED WITH A FORMAL CAUTION BEFORE HE/SHE WAS EXPELLED?  WERE ANY ALTERNATIVES TO EXPULSION CONSIDERED?]

B.
An unfair decision has been made

Apart from not following the correct procedures, the Principal’s decision to expel [STUDENT NAME] was unfair.  For example, [CHOOSE: [STUDENT NAME] was not given the right to be heard/was not given the benefit of an impartial decision].

The right to be heard includes the right an individual to respond to the allegations made against them.  [INSERT IF APPROPRIATE: The Principal did not provide  [STUDENT NAME] with this opportunity.  Instead [CHOOSE: he/she] simply informed [STUDENT NAME] that [CHOOSE: he/she] was being expelled for [INSERT WHAT THE STUDENT WAS EXPELLED FOR].  These actions alone resulted in an uninformed and unfair decision.

[INSERT IF APPROPRIATE] A person is also entitled to an impartial, un-biased and just decision-maker.  In the present case, the Principal both investigated the incidents regarding the expulsion and decided to expel [STUDENT NAME].  If one person performs both tasks, then that person must be reasonable and objective.  [INSERT EXAMPLES OF THE PRINCIPAL TREATING THE STUDENT UNFAIRLY OR IN A BIASED MANNER]

WHERE TO FROM HERE?

Based on the above information, I believe [SCHOOL NAME] should reverse [STUDENT NAME]’s expulsion order and remove all evidence of expulsion from [STUDENT NAME]’s permanent school file.

Furthermore, due to the inappropriate way the Principal handled this situation, I would ask that you consider further professional development courses for [PRINCIPAL] and staff members of [SCHOOL NAME] on the correct implementation of the Department’ policies and procedures.

I look forward to meeting with you to discuss this matter.  I can be contacted on [NUMBER] if you would like to further discuss.

Yours faithfully

[YOUR NAME]
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