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Appendix 3 
 

Suspension Letter 
[on the Letterhead of the School] 

 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 

Dear [Adult Pupil’s Name/Parent’s/Guardian’s Name]: 

Re: Suspension of [Pupil's Name], [DOB] from [Name of School] 

[You/Pupil's Name] [have/has] been suspended from [Name of School] and from engaging in all school 
related activities from [Effective Date of Suspension] to [Last Day of Suspension] inclusive, i.e. [number] 
school days.  This suspension applies to all school buildings, grounds, school buses, school functions, 
activities and trips.  [You/Pupil's Name] may return to school on [Date] at [Time].  [You/Pupil's Name] 
must report to the office before returning to school. 
 
This suspension is imposed in accordance with the Education Act, the Board's Safe School Policy and 
[Name of School] Code of Conduct. 
 
The reason for the suspension is [use infraction applicable].  Namely, my findings indicate that 
[you/pupil's name] [describe incident with particulars]. 
 
School work is available at the office.  Please make arrangements to have it picked up. 
 
[*If suspension is 6 school days or longer] In addition [you/pupil’s name] [have/has] been assigned an 
Alternative Suspension Program, a program for suspended pupils.  This Alternative Suspension Program 
will provide an opportunity for continued academic work and support for self-management to assist with 
the re-entry to school. 
 
Please confirm [your/pupil’s] participation in an Alternative Suspension Program at your earliest 
opportunity by contacting the School.  As soon as notice of [your/pupil’s] participation is received a 
planning meeting will be scheduled. 
 
Should you wish to appeal this suspension, you must provide written notice of your intention to appeal to 
the Superintendent of Schools, [Contact Information], within 10 school days of the commencement of the 
suspension, i.e. before [Insert Date].  You may then contact the Superintendent of Schools to discuss the 
appeal.  Please be aware that an appeal does not stay the suspension. 
 
A copy of the Board’s Student Discipline Policy, Procedure and Suspension Appeal Guideline are 
enclosed. 
 
Sincerely, 
 
 
[Principal] 
 
cc Teacher(s) of pupil 

Superintendent of Schools 
Ontario Student Record 
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Appendix 5 
 

Notice of Suspension Review  
[on the letterhead of the Board] 

 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 

Dear [Adult Pupil's Name/ Parent's/Guardian’s Name]:   

Re: Suspension of [Pupil's Name], [DOB] from [Name of School] 

I am in receipt of your notice of intention to appeal [your/Pupil’s Name] suspension from [Name of 
School], dated [insert date].   [You/Pupil’s Name] [were/was] suspended for [insert number] school days 
for [insert infraction applicable]. 
 
I will be conducting a review of the suspension.  At the conclusion of my review, I will, in consultation with 
Principal [Name], either confirm, modify or expunge the suspension. 
 
As part of the review process, I would like to speak to you.  My office will be contacting you.  Please also 
do not hesitate to contact me at [contact info]. 
 
Sincerely, 
 
 
 
Superintendent of Schools 
 
 
 
cc Principal 
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Appendix 6 
 

Suspension Review Decision  
[on the letterhead of the Board] 

 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 

Dear [Adult Pupil's Name/ Parent's/Guardian’s Name]:   

Re: Suspension Review of Suspension of [Pupil's Name], [DOB] from [Name of School] 

I have completed my review of [your/pupil’s name] suspension from [Name of School].  As a result of my 
review I have decided to [expunge/modify/uphold] the suspension.   
 
I will contact you to discuss the results of my review and your appeal. 
 
Sincerely, 
 
 
 
Superintendent of Schools 
 
 
cc: Principal 
 Ontario Student Record 
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Notice of Suspension Appeal 
[on the letterhead of the Board] 

 
 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 

Dear [Adult Pupil's Name/ Parent’s/Guardian’s Name]:   

Re: Appeal of Suspension of [Pupil's Name], [DOB] from [Name of School] 

You have appealed the decision of Principal [Name] to suspend [you/pupil’s name] from [Name of 
School]. 
 
The Appeal will be heard by the Discipline Committee of the Board of Trustees at [insert time and date] at 
[insert location]. 
 
You will find enclosed a copy of the Information Package that will be relied on by the administration for 
the Board and will be provided to the Discipline Committee.  The Information Package includes a copy of 
the suspension letter, your letter requesting the appeal, correspondence with respect to the suspension 
review and the Principal’s Report of the Incident.  Also enclosed please find a copy of the Board’s 
Suspension Appeal Guidelines. 
 
Please advise me at your earliest opportunity if you intend to bring legal representation to the appeal. 
 
Please be advised that if you fail to attend on time, the Discipline Committee will wait for 30 minutes and 
may then proceed to decide the matter in your absence. 
 
Should you have any questions about the appeal process, please contact me [contact information]. 
 
Sincerely, 
 
 
 
Superintendent of Schools 
 
 
 
cc: Principal 
 Ontario Student Record 
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Suspension Appeal Decision 
[on the letterhead of the Board] 

 
 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 
 
 
Dear [Adult Pupil's Name/ Parent’s/Guardian's Name]:   

Re:  Decision of Discipline Committee 
Suspension Appeal of [Pupil Name], [DOB] 
[Name of School] 

Attached, please find a copy of the Decision of the Discipline Committee regarding your suspension 
appeal, dated [insert date]. 
 
The decision of the Discipline Committee is final and is not subject to further appeal. 
 
Should you have any questions, please contact me at [insert contact information]. 
 
Sincerely, 
 
 
 
Superintendent of Schools 
 
Encl. 
 
 
 
cc: Principal 
 Ontario Student Record 
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Suspension Appeal Decision of the Discipline Committee  
[on the letterhead of the Board] 

 
SUSPENSION APPEAL DECISION  
IN THE MATTER OF Section 309 
of the Education Act, as amended 
 

-and- 
 

IN THE MATTER OF an appeal by 
[Name of Appellant], of the suspension 
of [Pupil Name], a pupil of [School Name] 
 

Decision 
 

UPON being satisfied that the Discipline Committee has jurisdiction to conduct the appeal pursuant to 
section 309 of the Education Act; 
 
AND UPON being satisfied that the proper parties to the appeal are [Name of Appellant and relationship 
to pupil] and [Principal Name] as Principal of [School Name]; 
 
AND UPON being satisfied that the parties received reasonable notice of the appeal; 
 
AND UPON having provided an opportunity to the appellant to make submissions, having heard the 
submissions of the Principal, having read the materials submitted by the parties, and having retired to 
consider the matter; 
 
THE DISCIPLINE COMMITTEE does hereby [confirm the suspension / confirm the suspension but 
shorten its duration to [number] school days and amend the record accordingly / quash the suspension 
and expunge the record/confirm the suspension but expunge the record on [insert date or event]. 
 
THE DECISION OF THE DISCIPLINE COMMITTEE is final. 
 
DATED this [day] of [Month], [Year] and signed on behalf of the Discipline Committee and Board of 
Trustees by the Chair of the Discipline Committee. 
 

[Board Name] 
By_________________ 

Chair 
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Suspension Pending Possible Recommendation for Expulsion  
[on the letterhead of the School] 

 
 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 
Dear [Adult Pupil’s Name/Parent’s/Guardian’s Name]: 

Re: Suspension of [Pupil's Name], [DOB] from [Name of School]  

[You/Pupil’s Name] [have/has] been suspended from [Name of School] and from engaging in all 
school related activities from [Effective Date of Suspension] to [Last Date of Suspension] inclusive, i.e. 
twenty (20) school days.  This suspension applies to all school buildings, grounds, school buses, school 
functions, activities and trips.  

Please be advised that this suspension is made in accordance with the Education Act, the Board's Safe 
School Policy and [Name of School] Code of Conduct.  
 
The reason for the suspension is [use the infraction applicable].  Namely, my findings indicate that 
[you/Pupil's Name] [describe incident with particulars].  
 
Please be advised that I am continuing my investigation of this matter in order to determine whether to 
recommend to the Discipline Committee of the Board of Trustees that [you/Pupil’s Name] be expelled.  
The investigation may include [... refer to Checklist and identify your next steps...].  An expulsion may be 
from [Name of School] or from all schools of the Board.  You will be informed of the results of my 
investigation in writing.  
 
The Board is committed to the education and future of its pupils. [You/Pupil’s name] [have/has] been 
assigned to an Alternative Suspension Program, a program for suspended pupils.  An Alternative 
Suspension Program provides pupils with the opportunity to continue academic work and receive support 
for self-management.  Please find enclosed information about Alternative Suspension Programs.  Please 
contact the School at your earliest opportunity to confirm [your/pupil’s participation] in an Alternative 
Suspension Program.  As soon as notice of [your/pupil’s] participation is received a planning meeting will 
be scheduled. 
 
You do not have the right to appeal the suspension at this time.  Should it be determined at the 
conclusion of the investigation that a recommendation for expulsion will not be made, you will be entitled 
to appeal the suspension to the Discipline Committee of the Board of Trustees.  Should it be determined 
that a recommendation for expulsion is warranted, then you may address the suspension before the 
Discipline Committee at the expulsion hearing. 
 
Sincerely,  
 
 
[Principal] 
 
Encl. 
cc: Superintendent of Schools 

Ontario Student Record 
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Decision Letter Not to Recommend Expulsion  
[on the letterhead of the School] 

 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 

Dear [Adult Pupil’s Name/Parent’s/Guardian’s Name]: 

Re: [Pupil's Name], [DOB] [Name of School] - Expulsion Not Recommended 

I am writing to you to report the result of my investigation following [your/ pupil’s name] suspension.  I 
have decided not to recommend to the Discipline Committee that [you/pupil's name] be expelled. 
 
As part of my investigation, I have reviewed [your/pupil’s name] suspension, and I have determined that 
the suspension should be [confirmed / confirmed but shortened to [INSERT NUMBER] school days and 
the record amended accordingly / withdrawn and the record expunged]. 
 
[*Unless the suspension is withdrawn:] Should you wish to appeal the suspension, you must provide 
written notice of your intention to appeal the suspension to the Superintendent of Schools, [contact 
information], within 5 school days of the receipt of this notice, i.e. before [insert date - by courier or mail is 
10 school days from date of this letter; by e-mail or fax is 6 school days from date of this letter].   
 
If you provide notice of your intention to appeal, you may contact the Superintendent of Schools to 
discuss the appeal.  If the suspension has been reduced in length, the appeal is from the reduced 
suspension.  Please be aware that an appeal does not stay the suspension. 
 
A copy of the Board’s Student Discipline Policy, Procedures and Suspension Appeal Guideline are 
enclosed. 
 
Sincerely,  
 
 
 
[Principal] 
Encl. 
 
 
 
cc: Superintendent of Schools 

Ontario Student Record 
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Notice of Recommendation for Expulsion  
[on the letterhead of the School] 

 
 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 

Dear [Adult Pupil’s Name/Parent’s/Guardian’s Name]: 

Re: [Pupil's Name], [DOB], [Name of School] Investigation 

I am writing to you following my investigation to determine whether to recommend an expulsion.  As a 
result of my investigation, I have decided to recommend to the Discipline Committee of the Board of 
Trustees that [you/pupil’s name] be expelled. 
 
A copy of my Report to the Discipline Committee Recommending Expulsion is enclosed.  You may 
respond to this Report in writing to the Discipline Committee or to me.  A copy of your written submissions 
should be provided to the Superintendent of Schools [insert contact information]. 

The hearing by the Discipline Committee to decide whether [you/pupil’s name] should be expelled will be 
held on [date] at [location].  Enclosed please find copies of the Board’s Student Discipline Policy, Student 
Discipline Procedures, Expulsion Hearing Guidelines and Discipline Committee Rules. 
 
You will be provided with an opportunity to make a presentation to the Discipline Committee about 
whether [you/pupil’s name] should be expelled, and whether, if [you/pupil’s name] [are/is] expelled, 
[you/he/she] should be expelled from [School Name] or from all schools of the Board and, if no expulsion 
is imposed, your position with respect to the suspension. 
 
The Discipline Committee will determine whether [you/pupil’s name] should be expelled, and whether 
[your/pupil’s name] expulsion should be from [School Name] or from all of the schools of the Board.   
 
If [you/pupil’s name] [are/is] expelled from [School Name], the Discipline Committee will assign 
[you/pupil’s name] to a program provided at another school of the Board.  If [you/pupil’s name] [are/is] 
expelled from all schools of the Board, the Discipline Committee will assign [you/pupil’s name] to a 
program for expelled pupils.  
   
Information about both the program that will be provided at another school and the program for expelled 
pupils is enclosed.  Both the program that will be provided at another school and the program for expelled 
pupils will provide [you/pupil’s name] with an opportunity to pursue academic work and receive additional 
supports. 
 
Should the Discipline Committee decide not to expel [you/pupil’s name], the Discipline Committee will 
review the suspension.  The Discipline Committee may confirm the suspension, confirm but shorten the 
suspension and amend the record accordingly, or withdraw the suspension and expunge the record.  The 
decision of the Discipline Committee with respect to the suspension is final and is not subject to appeal.   
 
You may bring legal counsel to represent you before the Discipline Committee, which might be funded by 
Legal Aid, depending upon your circumstances.  If you intend to bring legal counsel, please provide the 
Superintendent of Schools with notice at your earliest opportunity. 
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Please note that the Discipline Committee will wait for thirty (30) minutes for your 
arrival on [Month], [Day], [Year] and, should you fail to attend in a timely manner, the 
Discipline Committee may proceed in your absence. 

 
The Superintendent of Schools, [Name and Contact Information], will contact you to review the hearing 
process and answer any questions that you might have.  
 
Sincerely,  
 
 
 
[Principal] 
 
Encl. 
 
 
 
cc: Superintendent of Schools 

Ontario Student Record 
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Expulsion Decision  
[on the letterhead of the Board] 

 
[Date] 
 
[Adult Pupil/Parent/Guardian] 
[Address] 
 
 
 
Dear [Adult Pupil's Name/ Parent’s/Guardian's Name]: 

Re:  Decision of Discipline Committee 
Expulsion Hearing –  [Pupil Name], [DOB] 
[Name of School] 

Re: Expulsion Decision  
 

Attached, please find the Decision of the Discipline Committee, dated [insert date]. 
 
Should you wish to appeal this decision, you may contact the Child and Family Services Review Board at 
416-327-4673 or 1-888-728-8823 within 30 days of receipt of this notice.  
 
If the pupil has been expelled: Please also find attached information regarding the educational program 
offered by the Board at [insert name of alternative school / program for students expelled from all schools 
of the Board].  
 
Should you have any questions, please contact the undersigned at [insert contact information]. 
 
Sincerely, 
 
 
 
Superintendent of Schools 
 
Encl. 
 
 
 
cc: Principal 
 Ontario Student Record 
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Recommendation for Expulsion Decision of the Discipline Committee  

[on the letterhead of the Board] 
RECOMMENDATION for EXPULSION DECISION 

[School Board Name] 

IN THE MATTER OF Section 311.3 
of the Education Act, as amended 

-and- 

IN THE MATTER OF a recommendation by 
[Name of Principal], [School Name] for the expulsion of 
[Pupil Name], a pupil of [School Name] 

 

Decision 

UPON being satisfied that the Discipline Committee has jurisdiction to conduct the hearing pursuant to 
section 311.3 of the Education Act; 
 
AND UPON being satisfied that the proper parties to the hearing are [Name of Partyand relationship to 
pupil] and [Principal Name], Principal of [School Name]; 
 
AND UPON being satisfied that the parties received reasonable notice of the hearing; 
 
AND UPON having provided an opportunity to the Partyto make submissions, having heard the 
submissions of the Principal, having read any materials submitted by the parties, having considered the 
facts and any mitigating and/or other factors referred to by the parties, and having retired to consider the 
matter; 
 
THE DISCIPLINE COMMITTEE does hereby impose an expulsion from [School Name] and assign the 
pupil to an educational program at [School Name] for the following reasons:[INSERT REASONS FOR 
EXPULSION]  

*OR  

THE DISCIPLINE COMMITTEE does hereby impose an expulsion from all schools of the Board; assign 
the pupil to the program for expelled pupils; and require that the pupil successfully complete and meet the 
objectives of the program for expelled pupils before being re-admitted to a regular day school program in 
Ontario for the following reasons:[INSERT REASONS FOR EXPULSION].    

*OR 

THE DISCIPLINE COMMITTEE does not hereby impose an expulsion; and does hereby [confirm the 
suspension imposed by [Principal Name] / confirm the suspension imposed by [Principal Name] but 
shorten its duration to [number] school days and amend the record accordingly / quash the suspension 
and expunge the record]. 
__________________ 
* An example of wording might be:  “The Discipline Committee is satisfied on a balance of probabilities that [pupil] did 

bring a knife to school and used the knife to threaten other pupils as indicated in the Principal’s Report, contrary to 

section 310 of the Education Act and the Board’s Safe Schools Policy, and that the mitigating or other factors do not apply 

to mitigate the discipline recommended.”  

 
DATED this [day] of [Month], [Year] and signed on behalf of the Discipline Committee and Board of 
Trustees by the Chair of the Discipline Committee. 

[Board Name] 
By_________________ 

Chairperson 
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Declaration of Performance 
[on the Letterhead of the School] 

 
[Date] 
 
[Pupil Name] 
 
I agree to comply with the following expectations on my return as a student to [insert the name of School]:  
 
1. I agree to comply with the expectations of the [insert name of school] Code of Conduct and the 

[insert Board] Code of Conduct.  

2. I agree to work diligently in a positive manner and to be attentive to my teachers and classmates 

in an effort to accomplish the goals of my educational program. 

3. I agree to be punctual and prepared for class. 

4. I agree to be active and participate in the extra-curricular life of the School. 

5.  [insert if applicable] I agree to seek guidance and ask for help from School staff when I feel 

overwhelmed or anxious.  

6. [insert if applicable]  I agree to seek assistance from School staff when needed in order to assist 

me to solve problems in a constructive manner. 

7. [insert if applicable]  I agree to refrain from [insert one or more: using violence/restricted 

substances to solve my problems]. 

 
 
 
___________________________________________   ____________________ 
Signature [Insert name of student]     Date     

 
 
 
 
 
 
 
 




