School Logo / Headed Paper 

· Please ensure the full address section is completed as per the below, and sent to each parent via Royal Mail post. 
School Attendance Notice to Improve
 (Please read this letter carefully)







Title, full forename name and surname 
Full address 
Full address 
Postcode (ensure is accurate) 
 
Date  

Dear Title, Full Forename and Surname, 

RE: Pupil Name (Date of birth)

School attendance is hugely important. For your child to gain the full benefit from their education, for their learning, wellbeing, and wider development, they need to attend school regularly and punctually. 
If a child of compulsory school age, who is a registered pupil at a school fails to attend regularly, the child’s parent may be guilty of an offence under Section 444 Education Act 1996. 
You, «FORENAME» «SURNAME» are a parent/carer of «Students_Name», who is a registered pupil at «School_Name».
<<School _Name>> have attempted to support you and your family to improve «Students_Name»’s attendance and engagement. This has included: 
Please find below some examples of interventions you as a school may have implemented. It is expected that schools will amend and/or add to include only those interventions relevant to this specific pupil, ensuring that the wording in this section is bespoke.
· Telephone calls.  The school contacted you every day your child was absent to understand why your child was absent and to offer their support with any issues your child may be having.
· [bookmark: _Hlk168384023]Letters and/or emails dated XXXXX.  The school wrote to you, letting you know about «Students_Name»’s attendance, the impact of their continued absence, and inviting you to contact the school to discuss the situation further.
· Inviting you to (an) Attendance Support Meeting(s).  The school invited you to (a) meeting(s) to discuss your child’s unauthorised absences and to offer support to ensure that their attendance improved.  Our school attendance policy makes clear the consequences, should your child continue to have unauthorised absence and/or you did not effectively engage with the support offered. 
· Offering an Attendance Contract, designed to support you to ensure that «Students_Name»’s attendance improved and to prevent further unauthorised absences from being recorded.
· Exploring pupil voice, to establish barriers to attendance in a bid to remove them and offer suitable adaptions. 
· Referrals to the following support services:
· INSERT NAMES OF SUPPORT SERVICES TO WHICH REFERRALS HAVE BEEN MADE (EHA, CAMH, YOUnited, Internal support services)
Unfortunately, despite the support that was offered to your family, attendance remains a cause for concern. Between «WARNING_START_DATE» and «WARNING_END_DATE» (NB. Start date and end date period should not exceed ten school weeks) the pupil failed to attend regularly at «School/Alternative Provision_Name», which resulted in 10 sessions (half days) or more of unauthorised absence being recorded.  Please see the attached registration certificate for details.

You now have 6 school weeks in which to improve your child’s attendance.  During this time your child must show significant improvements in attendance and avoid having any further unauthorised absences recorded.  Your child’s attendance target for the next 6 school weeks is XYZ. 
We want to continue to support «Students_Name» to improve school attendance and access to education. The above offers of support continue to be available to you and «Students_Name». We would also like to offer XYZ. 
Should we not see sufficient improvement and further unauthorised absences take place during this period, a Penalty Notice Fine may be issued at £80 if paid within 21 days or £160 if paid within 22 to 28 days. If this is your second penalty notice since 19th August 2024, then the amount of the penalty is £160. Failure to pay will result in legal proceedings being initiated under Section 444 of the Education Act 1996. 
If you have previously been prosecuted under section 444 1 or 1A Education Act 1996, you may not be eligible for further penalty notices and your case may automatically proceed to prosecution. 
Whilst 6 school weeks has been suggested as a time frame, should «Students_Name» attendance decline as a result of unauthorised absences, your case may be put forward for a penalty notice/prosecution before the end of the 6 school weeks.
Additional information about our attendance processes can be found in our school attendance policy, located on our website 
Cambridgeshire county council provide information concerning the Notice to Improve process and Penalty Notice code of conduct. Please see www.cambridgeshire.gov.uk or scan the below QR code for more information. 
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If you wish to discuss this notice, or discuss what further support is available, please do not hesitate to contact XYZ [job title]  on [INSERT CONTACT DETAILS. We want to help «Students_Name» attend school regularly and offer support. I hope to hear from you, together we can make a difference.

Yours sincerely



Forename and Surname 
Position held 
School Name
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