[bookmark: _Toc207206577]APPENDIX 1 - Notification of proposal to issue a barring notice template
The Designated Person must use this template when giving a visitor an opportunity to make submissions before they are issued with a barring notice, in compliance with the Ministerial Guidelines. Complete the fields in [red text], add site letterhead/logo, and sign and date at the bottom. Instructions are provided in [blue text] and further advice about completing this form can be found in section 5.4 of the Supplementary Guidance.

NOTIFICATION OF PROPOSAL TO ISSUE A BARRING NOTICE UNDER THE EDUCATION AND CHILDREN’S SERVICES ACT 2019

[Full name of recipient]
[Serving address]

To [salutation]


I am notifying you that I propose to issue a barring notice to you under section 93 of the Education and Children’s Services Act 2019 (‘the Act’), for the following reason(s):

	GROUNDS FOR CONSIDERING A BARRING NOTICE
[Matches the first section of the barring notice template – can be copied/pasted.]

I believe that [select the appropriate grounds: your behaviour poses, or would pose, a risk to other community members OR your behaviour poses, or would pose, a risk of causing significant disruption OR you have engaged in vexatious communication with, or about, staff/people employed at] at [site name] and/or its related premises. The circumstances which have led me to this belief are summarised below:

[Provide a brief, clear, and objective description of the visitor’s behaviour that met the grounds for issuing a barring notice, using specific examples and quotes wherever possible, including any relevant dates, times, location, and people involved (de-identified as necessary). Refer to any previous sanctions used to address the visitor’s behaviour, if applicable]



I propose to bar you until the end of [expiry date – from second section of barring notice template – refer to section 5.6 of the Supplementary Guidance for advice about deciding the duration] and to apply the following conditions to the barring notice:

	PROPOSED CONDITIONS OF YOUR BARRING NOTICE
[Refer to section 5.7 of the Supplementary Guidance for advice about applying and modifying the barring conditions. Any of the individual conditions below may be modified as required or deleted if they are not applicable.]
During the time you are barred, you must follow these conditions.

Areas you are prohibited from entering
· You must not be on the grounds of [site name] without express permission from me (or my delegate) [OR the express permission of the site leader (or their delegate)].
· You must not attend related premises being used by [site name] for official activities without express permission from me (or my delegate) [OR the express permission of the site leader (or their delegate)]. Specifically: 
· [list related premises, and the dates and times they will be in use by the site – these must be explicitly stated for the condition to be applicable]
· You must not be within 25 metres of the boundaries of [site name], or the related premises listed above during the times they are in use by [site name], without express permission from me (or my delegate) [OR the express permission of the site leader (or their delegate)].
· The following exceptions apply:
· you may be within 25 metres of [site name] or related premises to drop off or pick up children under your care. You must only accompany them to the external gates, remaining outside of [site name] grounds, and then leave the area immediately afterward [This can be modified to permit the person to also enter the premises if reasonably necessary, such as to accompany child(ren) with additional support needs to/from a specified location or to set out other arrangements such as staff accompanying the child(en) instead]. During these times it is expected that you will behave safely and appropriately and communicate respectfully with all other members of the [site name] community. If you do behave in a way that puts others’ safety or wellbeing at risk, or causes disruption to the working or learning environment, I may need to further restrict your access to the premises.
· special arrangements will be made if staff require you to be on [site name] grounds; for example, to organise collection of your child before the usual dismissal time or where they have invited you to attend a meeting in-person. If you are permitted to enter the grounds in these circumstances, you must only go directly to the [specified location, for example: front office] for that purpose and then leave the grounds immediately afterward.
· you are not prevented from accessing other private properties, businesses, or services that are located within 25 metres of the boundaries of the premises listed above. [Cannot be deleted if any 25-metre condition applies]

Communication conditions
· You are only permitted to contact [the position title of nominated contact] by [phone/email details] to discuss any questions or concerns about your child(ren)’s education and care. 
· You may also make brief phone contact with the [site name] office where necessary to notify staff about your child(ren)’s attendance, or any urgent information about their safety and wellbeing. 
· Any other staff member at [site name] may contact you directly if there is a need to do so.
· You are prohibited from contacting any staff members of [site name], other than in line with the above conditions or to apply for reconsideration of your barring notice. This extends to:
· communicating on any [site name] electronic platforms, including [parent communication app/learner management system]
· commenting, messaging, or posting any other content on [site name] social media pages
· having someone else do these things on your behalf.
· Any communication from you that does not comply with these conditions may be terminated or filed without response. If you do not follow these requirements, or if you communicate with staff in an abusive, threatening, or unreasonable way, I may need to further restrict your communications with our site.
· [OR if the barred person has no genuine reason to be contacting the site, you may delete all of the above conditions and use: You are prohibited from contacting any staff members of [site name], other than to apply to me for reconsideration of your barring notice. This means you are not permitted to:
· communicate with [site name] or its staff in-person, by phone, or in writing. 
· comment, message, or post any other content on [site name] social media pages. 
· have someone else do these things on your behalf.]



Anyone who contravenes or fails to comply with (breaches) a barring notice is guilty of an offence with a maximum penalty of $7,500 (per section 93(10) of the Act).

Opportunity for you to make a submission to me

Before I make a final decision, I am giving you an opportunity to tell me of any reasons I should not issue a barring notice to you or why it should be changed. 

For example:
· if you believe that the grounds stated for considering issuing a barring notice are untrue
· if you do not agree that the grounds stated would justify issuing a barring notice, even if they are true 
· if you have personal circumstances that you believe should be taken into consideration
· if you believe the proposed barring period is too long
· if you believe one or more of the proposed conditions are not appropriate (for example, about how you will be allowed to communicate with staff or where you will be allowed to drop off and pick up children, where applicable)
· any other relevant information about my proposal to issue you with a barring notice.

You have until 5.00pm on [date – at least 5 business days from notice] to submit any information you wish for me to consider to [email address] or [postal address]. If I do not receive any submission from you by that time, I will make my final decision based on the information I already have.

If there is a reason that makes it difficult or impossible for you to make a submission in writing, you can ask to make an oral submission to me as an audio recording. I will confirm to you if I will accept a recorded oral submission and how you can provide it to me.

Please be aware that I may begin considering your submission as soon as I receive it and I will assume that any submission you provide includes everything you want to put to me, unless you tell me that you intend to provide further information before [date].

What happens next

After considering all of the information available to me, I may decide:
· to still proceed with issuing the proposed barring notice to you, or
· to proceed with issuing a barring notice to you, but with a different end date and/or barring conditions from those proposed in this notice, or
· not to issue a barring notice to you and/or to take alternative follow up action.

If I do decide to proceed, you will be served with a barring notice stating the conditions you are required to follow from the time that it is served to you, what action may be taken if you breach those conditions, and how you will be able to apply for the barring notice to be changed or withdrawn.

Alternatively, I will notify you if I decide not to proceed with issuing a barring notice.

[Signature of Designated Person]
[Full name of Designated Person]
[Title of Designated Person]

Date:

