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This toolkit draws together the process flowcharts for stand downs, suspensions, exclusions 
and expulsions and is designed as an additional resource for principals, boards and 
teachers.

Before using this toolkit, users should review and understand their legal obligations and 
duties as set out in the Guidelines for principals and school boards on stand downs, 
suspensions, exclusions and expulsions: http://www.education.govt.nz/ssee

This toolkit is not legal advice, and flowcharts are designed for information purposes only. 
For specific advice tailored to your situation, seek professional legal advice.
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Investigation

Has the school exhausted all avenues of additional support? 
Has the school worked with parents to address issues? 

Has there been a referral to any agencies?

Is the matter serious enough to consider stand down or suspension? 

Is there gross misconduct or 
continual disobedience?  

Is serious harm likely to the student 
or other students if the student is 

not stood down or suspended

Did it set a harmful or  
dangerous example? 

YOU MAY stand down or suspend 
— Keep record —

DO NOT stand down or suspend  
— Keep record —

Have parents been told of matters 
affecting progress or relationships? Tell parents of matters affecting 

progress or relationship.  
Keep record

Ensure student receives appropriate 
counselling and guidance.  

— Keep record —

Has the student received guidance 
and counselling?

Consider any special factors in 
student’s health or situation

Is an alternative to stand down or 
suspension appropriate?

Use alternative — Keep record —

Tell parents 
— Keep record —

Provide counselling 
— Keep record —

Stand down 
See Flow chart 2

Suspend  
See Flow chart 3

See Rule 8, Legislative guide, for clarification

NO

NO

NO

Guidance and counselling of student occurs, and parents kept informed, 
and record kept. Behaviour management strategies implemented

Student is referred to principal for disciplinary action

NOYES

YES
YES

YES

YES

YES

YES

NO

NO

NO

Flow chart 1

Principal – considers possible stand down or suspension (at all times, 
the principles of natural justice apply – act fairly and reasonably in the 
circumstances).

http://www.education.govt.nz/ssee
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Has the student been stood down for five school days this term  
or ten school days this year? 

Check with previous school and/or the Ministry

Further stand down not  
possible this term. 

EITHER

Stand down student for an appropriate 
period that will not bring total school days 

stood down to more than five this term  
or ten this year. 

— Record decision—

If parent’s request is reasonable,  
allow student to attend school

Take alternative action

— Keep record —

Suspend the student. 

Go to Flowchart 3

Decision to stand down has been made

NOYES

OR

Have you called or the student or a parent 
of the student asked for a meeting, and this 

been arranged to discuss the issues? 

Ensure reasonable and practicable guidance 
and counselling for student.  

— Keep record —

IMMEDIATELY contact parents and advise: 

	› That the student has been stood down

	› Reasons for standing down

	› Period of stand down

Follow up with letter 1 and information sheet

IMMEDIATELY notify Ministry of Education  
(advice of stand down form in ENROL): 

	› That student has been stood down

	› Of reasons for stand down

	› Of period of stand down

Flow chart 2

Stand downs: Action by principal following decisions to stand down

Stand downs

*See Rules 9, 10, 11, 12 
and 13 in Legislative 

guide for clarification 

http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
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Suspensions

If parent’s request is reasonable,  
allow student to attend school

Use flowchart 4 

Decision to suspend has been made

Provide full report for school board. At same 
time, send copy to student and parent. 

Information must reach the school board, 
student and parent at least 48 hours before 

suspension meeting

Take all reasonable steps to ensure 
reasonable and practicable guidance 
and counselling is provided, as well as 

an appropriate educational programme 
(Section 84(2)) 

— Keep record —

IMMEDIATELY notify the student and 
parent Letter 2 and the board. Notify the 
Ministry (advice of suspension form in 
ENROL):

	› That student is suspended

	› Of the reason for suspension and prior 
interventions. Provide the Ministry’s 
information sheet to the student  
and parent 

See Rules 9 and 10,  
Legislative guide, for 

clarification

See Rules 14 and 15,  
Legislative guide,  

for clarification

See Rule 13,  
Legislative guide,  

for clarification

Flow chart 3

Action by principal following decision to suspend

http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
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Suspension meetings

Parents, board and Ministry have been notified. Board, parents and student have been given full written 
report by principal and Ministry information on suspensions. This information must reach the board, 

student and parent(s) at least 48 hours before the suspension meeting

Board  arranges meeting taking all reasonable steps to give the student’s parents reasonable notice of:

	› Time and place of meeting

	› Right of student and parents to attend the meeting

	› Right of student and parents to bring representatives

	› Right of any of the above to speak at the board meeting. Section 85

Board to consider principal’s written report and  
other material presented. Refer also to Rule 16.

Board decides on which decision-making process  
it will use, i.e. all stay, or no one stays. See Rules 17(2)

Suspension ceases to have effect. 
Section 81(5)(a) and (b)

Student returns to school

Student returns to school

Board weights all factors and  
considers all available options

Board makes and records decision

Suspension lifted unconditionally

Suspension lifted with conditions

Suspension extended (with conditions)

Exclude student only if student under 16  
OR Expel the student if the student is 16 or over.  

Go to flowchart 6 

Board writes to parent Letter 3 and informs  
Ministry via ENROL and communicates  

the decision and the reasons

A principal takes all reasonable steps 
to ensure student is provided with an 
appropriate educational programme 

(Section 84(2)) designed to facilitate the 
return of student to school and minimise 

the educational disadvantages that occur 
from absence from school (Section 84(3)) 
The board monitors student’s progress if 

extension is for more than four weeks

Student returns to school

If conditions not 
met, Rule 19

Board may meet  
to reconsider  

earlier decision.  
Go to flowchart 5

This applies to  
ALL decisions

OR

OR

OR

NOYES

Is the meeting before close of (a) seventh school day after day of suspension? OR (b) tenth calendar day  
after day of suspension if suspension occurred within seven school days before end of term? 

EITHER

Student has been suspended. 

Flow chart 4

Action by school board following decision to suspend

http://www.education.govt.nz/ssee
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Reconsideration meetings

Suspension lifted  
without conditions

Student returns  
to school

Student returns  
to school

Student returns  
to school

Use flowchart 6 

Principal takes all reasonable steps to 
ensure student is provided with appropriate 
educational programme (Section 84(2). The 

board monitors student’s progress if extension 
is for  

more than four weeks.  
— Keep record —

If conditions not met, 
use this flowchart 

again

If conditions not met, 
use this flowchart 

again

Suspension lifted  
with conditions 

Suspension extended 
with conditions

Exclude student  
(under 16)

Exclude student  
(over 16)

Principal requests board to meet to reconsider earlier decision on  
lifting or extending suspension and board has agreed.

Parent and student have been informed  Letter 4 Ministry notified (ENROL advice of  
board decision) (refer to Rule 19, Legislative guide) and information required by  

Rule 20 (Legislative guide) has been given to student and parent of student. 

This information must reach student and parent at least 48 hours before the reconsideration meeting.

Board meets within seven school days of the request or within ten calendar days 
if the request is made within seven school days of the end of term.

Board considers principal’s written report and other material presented.  
(Refer Rule 16, Legislative guide) 

Board considers everything said by student, parents or their representatives.  
(Refer Rule 16, Legislative guide)

Board decides on which decision-making process it will use.  
(See Rules 17(2) and (3), Legislative guide) 

Board weighs all factors and considers all available options.

Board makes decision, records it and writes to the parent to communicate the decision and the 
reasons for it. Use electronic form in ENROL to notify the Ministry of the board’s decision.

Board decision 

OR OR OR OR

EITHER

Flow chart 5

Reconsideration of suspension: Action by school board

http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
http://www.education.govt.nz/ssee
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Exclusion, expulsion

Principal consults student and parents Letter 3

The principal is required to try to arrange for the 
student to attend another school (Section 81(6))

Student is reminded that assistance is  
available from the Ministry of Education.

Immediately notify the Ministry, using ENROL 

Immediately notify the Ministry, using ENROL Student’s name is removed from the school roll

If successful

Student enrols at new school 

Principal of excluding school removes 
student’s name from register.  

Section 86(1) 

Principal informs Ministry of steps taken in  
trying to place student. Section 81(7). 

All reasonable efforts to facilitate a new 
enrolment for an excluded student must be taken

Ministry arranges for the placement of  
the student. Section 82 

Student remains on school roll (Section 86(1)) 
and principal continues to provide access  

to guidance and counselling and an  
appropriate educational programme  

until student enrols elsewhere. 

Principal of excluding school informs 
Ministry of placement details 

If unsuccessful

The student was excluded The student was expelled

Action by principal

Principal asks reasonably convenient and suitable 
schools to accept the student within ten days. 

(Section 81(7))

Flow chart 6

Action by principal when student excluded or expelled

http://www.education.govt.nz/ssee
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