Warning Letter 1 / Enforcement Letter 1

<Address> 
<Address>
<Address> 
<Address>                                                                                                 
<Date >
                                                                                    
Dear <Name of Parent> 

Name of Child:  <name of pupil>                                   DOB: <date of birth>

Attendance Percentage: <attendance percentage>%.

We are writing to express our concern about your child’s school attendance. Regular attendance is very important. It helps children achieve their best and is a key priority for the Department for Education and Bradford Council.

<Pupil’s Name>’s attendance is currently <x>%, which is well below the level expected by the school, the government, and the local authority. Parents must explain all absences and the Headteacher (or another member of school staff) will decide whether to accept any explanation you give. From now on, we will not approve absences due to illness unless you provide medical proof, such as a doctor’s letter, a prescription, or an appointment card.

Please also note that if your child arrives more than 30 minutes after the register is taken, they will be marked as having an unauthorised absence unless there is a valid reason.  

We will monitor your child’s attendance for the next three weeks. If there are more unauthorised absences, we will invite you to an Attendance Panel Meeting. 

[image: ]More information on school attendance can be found here: www.bradford.gov.uk/attendance or by scanning this QR Code. 

Every day in school counts towards <Pupil’s Name>’s future. Thank you for supporting in improving attendance.

If you are having difficulties or do not understand this letter, please contact me.

Yours sincerely




<School contact>


Attendance Panel Meeting Invite / Enforcement Letter 2
<Address> 
<Address>
<Address> 
<Address>                                                                                                  
<Date >
                                                                                   

Dear <Name of Parent> 

Name of Child:  <name of pupil>                             DOB: <date of birth>

Attendance Percentage: <attendance percentage>%.

As mentioned in my previous letter dated <Date of Letter 1>, I am still concerned about <Pupil’s Name>’s attendance. I have attached a copy of their registration certificate, which shows that since my previous letter, they have had <x> unauthorised absences.

Unfortunately, attendance has not improved. It is now <x>%. We are therefore inviting you to an Attendance Panel Meeting here on <date> at <time>. We will ask you to agree to a contract to help improve <Pupil’s Name>’s attendance.

If you cannot attend or need an interpreter, please let me know as soon as possible.

We will not approve absences due to illness unless you provide medical proof, such as a doctor’s letter, a prescription, or an appointment card. It is your responsibility to inform the school of any illness and provide the necessary evidence.
[image: A qr code with dots

AI-generated content may be incorrect.]
More information on school attendance can be found here: www.bradford.gov.uk/attendance or by scanning this QR Code. 

Please remember that it is your legal duty to make sure your child attends school regularly. This is required by Section 444 of the Education Act 1996:

“If a child of compulsory school age who is a registered pupil at a school fails to attend regularly, their parent is guilty of an offence.”

If you are prosecuted, you could be fined up to £2,500 or face a 3-month prison sentence.

If you are having difficulties or do not understand this letter, please contact me.

Yours sincerely,



<school contact>


Enforcement Letter 2DNA - Parent did not attend Attendance Panel Meeting

<Address> 
<Address>
<Address> 
<Address>                                                                                                  
<Date >
                                                                                   

Dear <Name of Parent> 

Name of Child:  <name of pupil>                             DOB: <date of birth>

Attendance Percentage: <attendance percentage>%.

I’m sorry you were unable to attend the Attendance Panel Meeting today. This meeting is very important, as <Pupil’s Name>’s attendance is still poor, with many unauthorised absences.

I have attached a copy of their registration certificate. It shows that <Pupil’s Name> was absent for <x> of <y> sessions. of these <z> were unauthorised.

We have therefore decided to continue monitoring your child’s attendance until <date>. If there is no improvement, we will consider further action.

The school may continue to record future absences as unauthorised unless you provide medical proof, such as appointment cards, prescriptions, or letters from a doctor.
[image: A qr code with dots
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More information on school attendance can be found here: www.bradford.gov.uk/attendance or by scanning this QR Code. 

I am here to support you with <Pupil’s Name>’s attendance. Please contact me if you would like to discuss this letter further.

Finally, I must remind you that the Education Act 1996 states that it is the responsibility of the parent/carer to ensure that their child regularly attends the school at which they are enrolled. Failure to do this could result in legal action being taken by Bradford Council.

Yours sincerely



<school contact>





Final Warning Letter / Enforcement Letter 3 
<Address> 
<Address>
<Address> 
<Address>                                                                                                  
<Date >
                                                                                   

Dear <Name of Parent> 

Name of Child:  <name of pupil>                             DOB: <date of birth>

Attendance Percentage: <attendance percentage>%.

Although we have tried to work with you to improve <Pupil’s Name>’s attendance, we are still very concerned. I have attached a copy of their registration certificate, which shows that since <date of last letter/meeting>, they have had <x> unauthorised absences.

You have already been told that you are legally responsible for making sure your child attends school regularly.

After reviewing this case, we have decided to refer it to Bradford Council. Bradford Council will now investigate and consider legal action under Section 444 of the Education Act 1996:

“If a child of compulsory school age who is a registered pupil at a school fails to attend regularly, their parent is guilty of an offence.”

[image: A qr code with dots

AI-generated content may be incorrect.]Bradford Council will contact you soon. In the meantime, please make sure your child attends school every day.  

More information on school attendance can be found here: www.bradford.gov.uk/attendance or by scanning this QR Code. 

If you are having difficulties or do not understand this letter, please contact me.

Yours sincerely



<school contact>
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