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GUIDANCE TO TRIBUNAL MEMBERS No 02/2024 

 
DRAFTING A LETTER TO THE CHILD OR YOUNG PERSON 

 
Purpose of this Guidance 

 
1. Where the child or young person has played a prominent part in the hearing, 

the tribunal shall consider whether it is appropriate to write a letter to them, 
briefly explaining the decision.   

 
2. This guidance is to be read in conjunction with President’s Guidance to Tribunal 

Members No 01/2021 The Child, Young Person and the Tribunal. 
 

3. Part 1 of this guidance applies to all letters to the child or young person.  
 

4. Part 2 of this guidance applies where the tribunal, having decided to prepare a 
letter to the child or young person, decides that it would be appropriate to 
prepare it in visual form (visual letter). 

 
United Nations Convention on the Rights of the Child  

 
5. Communication of the outcome of a case to a child affected by that outcome, 

in a way that the child can understand, is a basic right protected in Article 13 of 
the United Nations Convention on the Rights of the Child (UNCRC).  That 
Article carries The Right to Freedom of Expression, which includes the freedom 
to receive information and ideas of all kinds ‘either orally, in writing or in print, 
in the form of art, or through any other media of the child’s choice’. 1   That right 
has been interpreted as including a requirement for ‘relevant, appropriate and 
timely information which recognizes the differences in levels of understanding 
among [children] [and], is tailored appropriately to age, level and capacity’. 2 

 
6. The UNCRC Article 12, The Right to Respect for the Views of the Child, which 

includes a right to have the opportunity to be heard in any judicial proceedings 
affecting the child, 3 implies a right that the child can see that their views have 
been taken into account.  The letter to the child satisfies that implied right.  

 

                                                      
1 This wording appears in Article 13(1).  
2 Committee on the Rights of the Child in ‘General Comment No 3: HIV/Aids and the Rights of the Child’, 

17 March 2003 CRC/GC/2003/3 para 16, quoted as being applicable more generally in Tobin, J., The 
UN Convention on the Rights of the Child: A Commentary, 2019 OUP, page 454 and footnote 106. 

3 UNCRC, Article 12(2). 

https://healthandeducationchamber.scot/additional-support-needs/publications/42
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Letter to the child or young person 
 

7. If the child or young person is a party, or the child or young person has played a 
prominent part in the hearing, the tribunal shall consider whether it is appropriate 
to write a letter to them, briefly explaining the decision.  The legal member or 
tribunal may consult with the parties before deciding whether to issue a letter.  
This can be done during a CMC or, more usually, at the end of the hearing. 

 
8. The legal member shall clarify where the letter should be sent.  If the child or young 

person has an independent advocate, it may be helpful to send it to the advocate 
who will support them to read the content.  If the child or young person is 
represented, the letter may be sent to the representative. 

 
9. A copy of the letter will be issued to the respondent/responsible body, unless there 

is good reason not to do so.  The letter to the child or young person does not form 
part of the decision.   

 
10. The letter shall be issued in the format which is most accessible for the child or 

young person.  The letter shall be no more than one and a half sides of A4.  The 
legal member shall consult with the specialist members on its content.  It shall 
include the following: 

 
1. An acknowledgment of the child’s input. 
 
Examples: 
We found your drawings helpful.  They helped us to understand what     you think 
about your school. 
 
Thank you for explaining what you thought about the two schools.  It was very 
helpful. 
 

 
2. A short statement setting out the decision. 
 
Examples: 
We decided that you should have a co-ordinated support plan (CSP). 
 
We decided that Anywhere Council was wrong to refuse your mum’s request that 
you attend A School and we have told the Council that you should attend A school, 
starting from 1 September. 
 
We decided that you should stay in B school.  We did not think that it was a good 
idea for you to change schools. 
 
We decided that you have been treated unfairly and that your exclusion should  not 
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have taken place.  We have made an order that this be removed from your school 
record and that you re-start school right away. 
 

 
 

3. A short summary explaining why the tribunal made the decision. 
 
Examples: 
 
We thought that you needed support from the Speech and Language Therapist 
and the Genius Project to help you to do well in school.  This support needs be 
organised and you need to know who, when and how you will be helped.  The 
CSP will do this. 
 
We thought that A school would be better suited to meet your additional support 
needs.  We did not think B school would help you as much. 
 

 

4. A short ending. 
 
Example: 
 
We wish you well in your school education.  You told us you want to be a 
teacher when you leave school and we hope you are able to do that. 
 

 
  

Part 1: Drafting conventions for letters to the child  
 

11. This Part applies to all letters to a child.  
 

12. The font type to be used is Inter.  If you do not have access to this font the casework 
team will amend the font before it is issued.  

 
13. The minimum font size to be used is 12 point. 

 
14. The margins must be justified. 

 
15. Sentences must be separated by two spaces. 

 
16. Each sentence should consist of no more than 15 words.  

 
17. Each sentence should capture only one point. 
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18. Plain English should be used. Some tips and practices to help here are in the book 
Cutts, M. The Oxford Guide to Plain English, OUP 2020.  In particular, the Plain 
English word list on pages 48-54 and the list of Commonest Words at Appendix 1 
(pages 301-306) will help. 

 
19. Jargon (technical language, such as legal, educational or health terms) should be 

avoided. 
 

20. Further guidance is available in the European Commission’s publication Creating 
child-friendly versions of written documents: A guide, European Union, 2021. 

 
Part 2: Deciding on and preparing a visual letter to the 

child or young person 
 
21. The tribunal, when preparing a letter to the child or young person, should consider 

whether it would be appropriate for it to be a visual letter. 
 

22. A visual letter is one that contains a combination of text and images.  The purpose 
of the images is to illustrate the accompanying text, to make the messages in the 
letter easier to understand. 
 

23. The main factors to consider when deciding whether to prepare a visual letter 
include: 

 
a) The age of the child or young person; 
b) The intellectual level of the child or young person; 
c) Evidence that the child or young person prefers communications in which 

text and images are combined; and 
d) Any preference on the style of letter (text only or text and visual) expressed 

by or on behalf of the child or young person. 
 

24. The tribunal should use its expertise and knowledge of the child or young person 
when considering whether or not to prepare a visual letter.   For some children and 
young people, using images and text can feel patronising.  
 

25. Where a tribunal decides to prepare a visual letter, any images must be chosen 
from the HEC images library (Attachment 7). 
 

26. In all visual letters, images must appear on the left of the page, with corresponding 
text to the right.   Each image should be chosen to match the text beside it, so that 
the recipient sees clearly how they correlate.  
 

27. Six style letters are provided in this guidance as attachments, as follows: 

https://op.europa.eu/en/publication-detail/-/publication/23cc65f7-4576-11ef-865a-01aa75ed71a1/language-en/format-PDF/source-337247266
https://op.europa.eu/en/publication-detail/-/publication/23cc65f7-4576-11ef-865a-01aa75ed71a1/language-en/format-PDF/source-337247266
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 Style Letter 1: Blank Letter to the Child (without visuals) 
 

Style Letter 2: Younger Child 
 
 Style Letter 3: Placing Request Reference 
 
 Style Letter 4: Discrimination Claim: Exclusion 
 
 Style Letter 5: Discrimination Claim: Restraint 
 
 Style Letter 6: CSP Reference 
 
28. These style letters contain suggestions for level and content of text for particular 

case-types. They are not prescriptive.  The tribunal should choose wording 
appropriate for the child or young person.  
 

29. Style Letter 1 is designed to assist in the preparation of a visual letter to a child 
under the age of 10, or for a child who has the intellectual capacity of an under 10 
year old. 

 
 

May Dunsmuir 
Chamber President 

July 2024 
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	DRAFTING A LETTER TO THE CHILD OR YOUNG PERSON






Non Departmental Public Body Private Rented Housing Panel 





[image: ]



		<<Name & Address>>



		First-tier Tribunal for Scotland

Health and Education Chamber

Glasgow Tribunals Centre

20 York Street

Glasgow

G2 8GT



ASNTribunal@scotcourtstribunals.gov.uk

www.healthandeducationchamber.scot



<<DATE>>







Dear <<Child name>>,



Your tribunal hearing about school [insert as required]





[Free text]





Yours sincerely,





[Signature]



<<Legal member name>>

Legal Member
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Dear 

[image: 4915 needs to learn assets_Your voice]

Thank you for your talking to us at the Tribunal hearing.



[image: cid:67479B85-0926-4C8C-80AB-BD615B6C734C]

We liked meeting you.





[image: New graphics2_HEC Animations]



We liked hearing about you and about school.



[image: cid:67479B85-0926-4C8C-80AB-BD615B6C734C]



You helped us to learn more about you and your school.



[image: 5285 needs to learn assets_Adult and child]

We have told your parents what we decided about school.





[bookmark: _GoBack]



[image: cid:67479B85-0926-4C8C-80AB-BD615B6C734C]

A big thank you from us.
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Dear 

Your tribunal hearing about school

[image: 2]Thank you for your talking to us by video. It was really good to see you.





[image: 4915 needs to learn assets_Tribunal members]

We listened to what you had to say about school.  It was very important to us. 

[image: cid:345960EC-C697-4F13-B975-EECE4048CB2A]

You told us how you felt about not going out as much as other pupils at break times.  You told us you would like to make friends. 



[image: 4915 needs to learn assets_Character BOLD FEET]

You told us how you felt about sitting at the front of the class on your own.  You also told us about wet play and the daily mile.



[image: New graphics4_HEC Animations]

You told us how sad you feel about being bullied.











[image: New graphics3_HEC Animations]

We have decided which school we think you should go to.  We have told your mum our decision. 





We enjoyed meeting you. We wish you the very best.



[bookmark: _GoBack]
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Dear 

[image: 4915 needs to learn assets_Download Claim]Our decision about your school

Thank you for your application to the Tribunal about your school.  This letter explains our decision. 

[image: 4915 needs to learn assets_Tribunal members]

We read all of the papers that were sent to us.  We also listened carefully to what everyone said at the hearing. 

[image: 4915 needs to learn assets_Keep a copy]

You have Developmental Language Disorder. The law says that this is a disability.

[image: cid:67479B85-0926-4C8C-80AB-BD615B6C734C]

We had to decide if you had been treated unfairly because of the disability. 



[image: 4915 needs to learn assets_What to Expect]

You were excluded from school in September 2020. The school didn’t talk to you or listen to you before making this decision.  You felt this was unfair.  We agree with you.



[image: New graphics5_HEC Animations]



You wanted a full time timetable.  You were given a part time timetable.  You felt this was unfair.  We agree with you.

[image: New graphics6_HEC Animations]

You asked us to tell the school to do certain things.  We have done this.



[image: cid:6A40E932-BFD4-4057-9E9A-550C13D6B4BD]

We found it really helpful to hear what you had to say.  Thank you for talking to us.  Thank you also for your written statement.



We enjoyed meeting you. We wish you the very best.

[bookmark: _GoBack]
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Dear 

[image: 4915 needs to learn assets_Download Claim]Our decision about your school

Thank you for your application to the Tribunal about your school.  This letter explains our decision. 

[image: 4915 needs to learn assets_Tribunal members]

We read all of the papers that were sent to us.  We also listened carefully to what everyone said at the hearing. 

[image: 4915 needs to learn assets_Keep a copy]

You have Autism, ADHD and a learning disability.  The law says that these are disabilities.

[image: cid:67479B85-0926-4C8C-80AB-BD615B6C734C]

We had to decide if you had been treated unfairly because of these disabilities. 



[image: New graphics4_HEC Animations]

You told us that you did not like being physically restrained at school.  Sometimes you were hurt when you were restrained.  You felt this was unfair.  We agree with you.



[image: New graphics5_HEC Animations]



You wanted a full time timetable.  You were given a part time timetable.  You felt this was unfair.  We agree with you.





[image: New graphics6_HEC Animations]

You asked us to tell the school to do certain things.  We have done this.



[image: cid:6A40E932-BFD4-4057-9E9A-550C13D6B4BD]

Thank you for talking to us.  We found it really helpful. Thank you also for sharing your artwork with us.  We liked it very much.



We wish you the very best.



[bookmark: _GoBack]
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Dear 

[image: 4915 needs to learn assets_Download Claim]My decision about your education 

Thank you for your application to the Tribunal about your education.  This letter explains my decision. 

[image: 4915 needs to learn assets_The Bundle]

I read all of the papers that were sent to me.  I read that things have been difficult at home for a while.

[image: ]

You felt that you need a Co-ordinated Support Plan (CSP).  A CSP would let you know what support you would get for your education.  A CSP would also mean that you would be given time to understand changes in school.



[image: New graphics4_HEC Animations]

You said that you feel sad in school.  This makes you feel sad at home too. 





[image: 4]

You also said that you don’t want to be singled out as the kid who is different.



[image: ]

I agree that you need a CSP. 

	



[image: 5285 needs to learn assets_Adult and child]

This is because you get support from school and social work.  This support is really important for you to get the best out of your education 

[image: cid:6A40E932-BFD4-4057-9E9A-550C13D6B4BD]

Thank you for sending me your statement.  It helped me to understand how you felt.





I wish you the very best.



[bookmark: _GoBack]
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Attachment 7

Images for visual letters



[image: 4915 needs to learn assets_Flag]1. Start sign











[image: 4915 needs to learn assets_Character BOLD FEET]



2. Individual child















[image: 4915 needs to learn assets_Help Getting Started]3. Help starting

















[image: 4915 needs to learn assets_Contact]

4. Helplines and organisations















[image: 4915 needs to learn assets_What to Expect]

5. Thinking 









[image: 4915 needs to learn assets_The Bundle]

6. The Bundle 













[image: 4915 needs to learn assets_Conference Call]

7. Case Management Call













[image: 4915 needs to learn assets_Tribunal members]

8. The tribunal (3 members)













[image: 4915 needs to learn assets_Your voice]

9. Speaking at the Hearing 

















[image: 4915 needs to learn assets_Speaking for you]



10. Hearing my views

















[image: 4915 needs to learn assets_Claim]

11. Document











[image: ]

12. Questions













[image: 4915 needs to learn assets_Download Claim]



13. Download a document or form













[image: 4915 needs to learn assets_Keep a copy]

14. Documents















[image: 4915 needs to learn assets_6 Months ]15. Hearing date

















[image: 2 people character]

16. Adult and child (giving views/evidence to one person)

















[image: cid:345960EC-C697-4F13-B975-EECE4048CB2A]17. Adult and child and wheelchair





[image: cid:67479B85-0926-4C8C-80AB-BD615B6C734C]18. Tribunal members at round table













[image: 2]19. Child or young person attending an online hearing















[image: 1]

20. Child or young person using sensory toys





	











[image: ]21. Child or young person with pet (dog)







[image: N:\Tribunals\HEC Presidents Office\1.  HEC-ADDITIONAL SUPPPORT NEEDS\ASN - WEBSITE\CHAMBER DEVELOPMENT\CHILDRENS SECTION\STUDIO LR\BRANDING\NEEDS TO LEARN GRAPHICS 4\HEC 16-19_Girl Texting.png]22. Girl texting 





[image: ]23. Child or young person looking at pictures





[image: N:\Tribunals\HEC Presidents Office\1.  HEC-ADDITIONAL SUPPPORT NEEDS\ASN - WEBSITE\CHAMBER DEVELOPMENT\CHILDRENS SECTION\STUDIO LR\BRANDING\NEEDS TO LEARN GRAPHICS 4\HEC 16-19_Travelling.png]24. Travelling to hearing (public transport)





[image: ]25. Young person texting 





[image: ]26. Young person wheelchair user





[image: 3]

27. Child or young person talking to another person













[image: 4]28. Younger child (girl) with mobile phone

















[image: cid:6A40E932-BFD4-4057-9E9A-550C13D6B4BD]

29. Talking (in person)











[image: 5285 needs to learn assets_Financial]	30. Talking (telephone)















[image: 5285 needs to learn assets_Boy and girl]



	31.  Parents













[image: 5285 needs to learn assets_Adult and child]

32. Child and supporter or advocate





	







[image: New graphics2_HEC Animations]

[image: ]33. School building













34. Online hearing tribunal members



[image: New graphics1_HEC Animations]









[image: New graphics4_HEC Animations]35. Sad face (non-gender)



[image: ][image: ][image: ][image: ]

















[image: 4915 needs to learn assets_Contact]

36. Talking at a tribunal (telephone – non gender)





[image: New graphics6_HEC Animations][image: New graphics5_HEC Animations][image: cid:6A40E932-BFD4-4057-9E9A-550C13D6B4BD][bookmark: _GoBack]39. Tribunal decision and school. 

38. School timetable 

37. Talking at a tribunal (non gender) 



7



image4.png







image5.png







image6.png







image7.png







image8.png

=YL
ﬂjvm






image9.png







image10.png







image11.png







image12.png

@ Make a claim | First-tier Tribunal X 4+

<« C @ healthandeducationchamber.scot/needstolearn/make-claim e % » 0 2

Am | disabled?

The law says you are disabled if you have a physical or mental
impairment that has a substantial adverse effect on your ability to
carry out normal activities.

The impairment should last for more than a year.

This could include conditions like cerebral palsy, autism, anorexia
nervosa or a serious visual or hearing impairment.

How do | make a claim?

You can complete the form yourself. If you have someone representing
you they can complete the form for you or help you to complete it. If
you have an independent advocate, they can help you to complete the
form.

@ 12°C partly sunny







image13.png







image14.png







image15.png







image16.png







image17.png







image18.png

2

T






image19.png







image20.png







image21.png







image22.png







image23.png







image24.png







image25.png







image26.png







image27.png







image28.png







image29.png







image30.png







image31.png







image32.png

RE






image33.png

SCHOOL

Al
N 4






image34.jpeg

heeds to learn

www.heedstolearn.scot






image35.png







image36.png

oy






image37.png







image38.png

neegs 1o learh

i needsiclearn.scol






image39.png

neecs o learn

WAMW. Needstolearn.scot






image40.png

Neegs to learn

WWW. heecdstolearn.scot






image41.png







image42.png







image43.png

SCHOOL TIMETABLE







image44.png







image1.png

Are you in the
right place?







image2.png







image3.png

START







