SAMPLE WARNING LETTER TO PARENTS 
Send to each parent separately on school’s headed paper

<date>
<Parent’s name>

<Address line 1>

<Address line 2>

<Address line 3>

Dear <Name of parent/carer>
SCHOOL ATTENDANCE: <CHILD’S FULL NAME> (DOB DD MMMM yyyy)
As a parent/carer you have a legal responsibility to ensure that your child attends school regularly. The Local Education Authority (LEA) has a duty to ensure that you fulfil your statutory responsibilities in relation to school attendance.
Your child has an unsatisfactory level of attendance which is currently XX%.  <Child’s forename>’s attendance will be monitored for four school weeks from <start date> to <end date>.  If attendance does not reach a satisfactory level or your child is frequently late during the monitoring period, the LEA may decide to take legal action against you.   This could mean applying for an Education Supervision Order, issuing you with a penalty notice or prosecuting you under Section 444 of the Education Act 1996.  If you were found guilty, the maximum fine for the offence is £2,500 or up to three months’ imprisonment.
If your child is experiencing any difficulties affecting attendance at school or you have any queries, please contact school or <Name of EWO>, Education Welfare Officer on 0191 277 4500. 
Yours sincerely
Headteacher
