
 

 

Exclusions Portal – Guidance document for schools 

 

Adding a new exclusion can be done in two ways 

Log in to the Exclusions Portal. Under the Exclusions tab, pupils attending the school will be listed. 

Click the Add button against the relevant pupil to add a new exclusion 

 

 
 

 

Alternative way to add a new exclusion and to view past exclusions 
 

Log into the Exclusions Portal. Under the Exclusions tab, pupils attending the school will be listed. 

Click the Pupil’s name to be navigated to the pupil’s exclusions summary and other details 

 

 
 

The Add Exclusion button is displayed at the bottom of the Pupil record. 

 

 

 



Last updated 7 September 2022 

When adding a new exclusion, different fields are displayed to be populated, depending on the 

Exclusion Category value. 

Example for Permanent Exclusion: 
 

 
 

For permanent exclusions we require a copy of the letter sent to the parent regarding the 

exclusion.  Please send a copy to:  exclusions@milton-keynes.gov.uk  

Example for Other Exclusion (i.e., Fixed term, Lunchtime only): 

 
 

Editing an existing Exclusion or deleting an Exclusion  

Log into the Exclusions Portal and navigate to the Exclusions Tab. Select the Pupil’s name to list the 

Exclusions summary. The Edit and Delete buttons are present. 
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