        
Please note and delete: The ‘Notice to Improve’ can only be issued where the early help and formalised support stages of Support First have concluded, and where 10 sessions of unauthorised absence have subsequently been accrued within 10 weeks of the post-FAM letter being issued.  Please only use in cases where there has been no previous legal action or penalty notices issued. 
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«Parent_title» «Parent_first_name» «Parent_last_name»
«Parent_Address_Line_1»
«Parent_Address_Line_2»
«City»
«Parent_PostCode»

Date:

Notice to Improve – School Attendance
Please do not ignore this letter

Please do 

Dear  «Parent_title» «Parent_last_name»

Regular 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 on time, every day possible.   
This letter is to offer you a final opportunity to improve your child’s attendance before a penalty notice may be issued.
If a child of compulsory school age who is a registered pupil at a school or alternative provision fails to attend regularly the child’s parents may be guilty of an offence under section 444 or 444A of the Education Act 1996.  
You, «Parent_first_name» «Parent_last_name» are a parent/carer of «Pupil_First_name» «Pupil_last_name», (called in this Notice “the pupil”) who is a registered pupil at «School_name». The school has offered support to you and your family to try and help improve «Pupil_First_name»’s attendance, including:
1. Telephone calls.  We have contacted you when your child has been absent to understand why your child wasn’t in school and to offer support for any issues that may be preventing their attendance at school.
2. Letters.  We have written to you about  «Pupil_First_name»’s attendance, to tell you about the impact of their continued absence and invite you to contact us to discuss the situation further.
3. Informal meeting and early help.   We have invited you to the school to discuss any concerns you may have about your child’s attendance in order to offer support both in school and from external agencies.
4. Attendance meetings.  We have invited you to informal and formal meetings to discuss your child’s absences and to offer support to ensure that their attendance improved.  You were informed about the impact of their continued absence and the potential consequences if they have unauthorised absence.

Unfortunately, despite the support that was offered to your family, attendance remains a serious cause for concern. 
You now have thirty school days (6 weeks) in which to improve your child’s attendance.  During this time your child must show significant improvements in attendance and avoid having any unauthorised absences from school during this period.  If sufficient improvement is not made or if further unauthorised absences take place during this period, a Penalty Notice may be issued to you.  
Penalty Notices can be issued to each parent of each child and are charged at £160 if paid within 28 days.  There is usually the opportunity to pay a reduced amount of £80 if paid within 21 days if it is the first offence. 
If any unauthorised absence is recorded before the end of this improvement period, a Penalty Notice may be issued.

Yours sincerely



 
Attendance Officer (amend as needed)


	













	
