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School Attendance Communication Templates

Example text messages, emails, and letters for parents and carers
 










	A practical bank of suggested wording for schools. Templates should be adapted to the school’s own attendance policy and the individual circumstances of each pupil.



Using this guidance 
Schools are not required to issue a specific number of warning letters or follow a formal staged letter process prior to referring a case to the Local Authority. However, as a matter of good practice, Leicestershire County Council expects schools to have sent at least one written warning to the parent/carer, clearly advising that a referral to the Local Authority Attendance Team may be / is being made if there is a failure to engage with the support and interventions offered. It is also good practice to give the parent a certain period of time to engage with a school after the warning letter has been issued before referring.
Leicestershire County Council would direct you to the Working Together to Improve School Attendance government guidance and our Code of Conduct for issuing Penalty Notices. Our code of conduct sets out the process and considerations that must be made by a school when the national threshold with regard to unauthorised absences has been met.  
Also consult the DfE Guide for schools on communicating with parents about attendance  
This guide encourages schools to adopt a more supportive, strengths-based tone throughout their communication with school. 
	LCC would recommend that all schools:- 
1. Lead with concern for the child rather than attendance percentages. 
· Emphasise partnership with parents.
· Avoid language that could be interpreted as blaming or threatening.
· Frame attendance as a shared responsibility and a safeguarding issue where appropriate.
2. Introduce a graduated communication pathway The DfE guidance encourages schools to: 
· Recognise good attendance and celebrate it regularly.
· Communicate concerns early.
· Offer support before enforcement.
· Explain legal processes clearly but proportionately.



Template letters and text messages
The following letters and text messages are suggested formats and can be used at any stage of your monitoring process. A referral to the Attendance Team should always be seen as a last resort where a parent has failed to engage with support offered and attendance has not improved. Alongside issuing warnings where appropriate, schools should also provide positive feedback and recognition when attendance improves, as positive reinforcement is an important tool in promoting and sustaining good attendance
	Please note that we would expect every school to adapt these letters and text messages in line with their own attendance policy and take into account the individual circumstances of each pupil.
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1. [bookmark: _Positive_messages_and]Positive messages and letters
	Use these to recognise improvement, engagement and success. Positive reinforcement can help sustain attendance.


Positive Attendance Text Messages 
	Improved attendance
	Thank you for your support. We are pleased to see an improvement in [Child Name]’s attendance over recent weeks. Regular attendance helps children feel connected, confident, and successful at school.

	Attendance target achieved
	Well done to [Child’s Name] for achieving our attendance target this term. Thank you for your support in helping them attend school regularly.

	Improved attendance over recent weeks
	Thank you for your support. We are pleased to see that [Child’s Name]’s attendance has improved over the last few weeks. Every day in school counts and we are delighted with the progress being made.

	Positive start following support
	We are pleased to see [Child’s Name] attending more regularly since our recent meeting. Thank you for working with us to support this positive improvement.

	Excellent attendance this week/month
	Congratulations to [Child’s Name] for achieving excellent attendance this week/month. Thank you for your continued support in helping them get the most from their education.

	Attendance target progress
	Well done to [Child’s Name]. Attendance is moving in the right direction, and they are making good progress towards their attendance target. Keep up the great work.

	Successful return to school
	We are delighted to see [Child’s Name] settling back into school following their recent absence. Thank you for supporting their successful return.

	Improved punctuality
	We have noticed a significant improvement in [Child’s Name]’s punctuality recently. Thank you for helping them start each school day ready to learn.

	Positive engagement
	Thank you for attending our recent attendance meeting. We appreciate your engagement and look forward to continuing to work together to support [Child’s Name]

	Attendance Milestone
	Fantastic news. [Child’s Name] has achieved their highest attendance level this term. Thank you for your ongoing support and encouragement.

	Improved attendance after monitoring
	We are pleased to see that [Child’s Name]’s attendance has improved during the monitoring period. This improvement is making a positive difference to their learning and school experience.


Positive Attendance Letter Templates 
	Attendance Celebration

	Dear Parent/Carer
Congratulations to [Child's Name] on their excellent attendance this term.
By attending school regularly, [Child's Name] has maximised opportunities for learning, friendship and participation in wider school activities. This achievement deserves recognition and celebration.
We would also like to thank you for your support and commitment in helping your child attend school regularly.
We are very proud of [Child's Name] and hope they continue this success.
Yours sincerely

	Attendance Improvement Noted

	Dear Parent/Carer
I am writing to let you know that we have seen a positive improvement in [Child's Name]'s attendance over recent weeks.
We recognise that improving attendance can sometimes require significant effort from both pupils and families, and we would like to thank you for your continued support.
Regular attendance helps children to feel connected to school, maintain friendships and make the most of learning opportunities. We are pleased to see the positive progress being made and encourage [Child's Name] to continue this improvement.
Thank you for working in partnership with us to support your child's education.
Yours sincerely

	Attendance Target Achieved

	Dear Parent/Carer
We are delighted to inform you that [Child's Name] has achieved their attendance target.
This is a fantastic achievement and reflects the commitment shown by both [Child's Name] and your family.
Regular attendance plays an important role in supporting academic progress, wellbeing and participation in school life, and we are pleased to see the positive difference this has made.
Thank you for your ongoing support and encouragement. We look forward to seeing this success continue.
Yours sincerely

	Positive Progress Following Attendance Support

	Dear Parent/Carer
Following our recent attendance support work, I am pleased to let you know that [Child's Name]'s attendance has shown a positive improvement.
We appreciate the engagement you have shown throughout the process and the efforts made to support regular attendance.
The improvement we have seen so far is encouraging and demonstrates what can be achieved when schools and families work together. We hope to build on this positive momentum in the coming weeks.
Thank you for your continued partnership.
Yours sincerely

	Improved Punctuality

	Dear Parent/Carer
We would like to recognise the significant improvement in [Child's Name]'s punctuality.
Arriving at school on time helps children settle into the day positively and ensures they benefit from all learning opportunities. We have been pleased to see the recent improvement and wanted to acknowledge this achievement.
Thank you for the support you have provided in helping [Child's Name] establish this positive routine.
We encourage them to keep up the excellent work.
Yours sincerely








	Support-first wording for early concerns, welfare checks, meetings, SEND, medical absence and Early Help.


2. [bookmark: _Early_Intervention]Early Intervention

Early intervention Text Messages
	No reason received
	Good morning. We have not yet received a reason for [Child Name]’s absence today. Please contact school as soon as possible so we can ensure they are safe and well. Thank you.

	Absent for 5 days, home visit required
	As [Child’s Name] has now been absent from school for 5 consecutive school dates and we have been unable to establish regular contact, a home visit will be undertaken to ensure they are safe and well. Please contact the school as soon as possible.

	Welfare focussed absence message
	We have noticed that {Child’s Name] is absent today. We hope everything is okay. Please contact us if there is anything we can do to support you. 

	Attendance below expected level
	We have noticed [Child’s Name]’s attendance has fallen below our expected level. If there is anything making school attendance difficult, please contact us so we can discuss how we can help.

	Increasing illness absence
	We understand that children are sometimes too unwell to attend school. We have noticed a number of illness absences recently and would welcome a conversation to discuss whether any additional support may help.

	Reintegration following medical absence
	Before your child returns, we would welcome a meeting to discuss any reasonable adjustments or support that will help them return successfully. Please contact school on [number] to arrange a convenient time.

	Invitation to meeting
	We would like to meet with you to discuss [Child’s Name]’s attendance and explore any support that may help. Please contact school on [number] to arrange a convenient time.




Early intervention Letter Templates 
	Early Attendance Concern (Support First)

	Dear Parent/Carer
As part of our regular attendance monitoring, we have noticed that [Child Name]'s attendance has fallen to [XX]%.
We understand that there can be many reasons why children sometimes struggle to attend school regularly. We would like to work with you to understand whether there are any difficulties affecting attendance and discuss what support may be available.
Regular school attendance helps children:
•	Develop friendships and relationships.
•	Feel part of the school community.
•	Make progress in learning.
•	Build confidence and resilience.
If there are any concerns you would like to discuss, please contact [name] on [telephone number].
We look forward to working in partnership with you to support [Child Name]'s attendance.
Yours sincerely,

	Concern About Persistent Lateness

	Dear Parent/Carer,

We have noticed that [Child's Name] has been arriving late to school on a number of occasions.

Even a few minutes late each day can result in lost learning, difficulty settling into lessons and reduced confidence.

If there are any circumstances making punctuality difficult, please contact us. We would like to work with you to identify practical solutions and agree a plan to improve punctuality.

Thank you for your continued support.

Yours sincerely,

	Welcome Back Following Absence

	Dear Parent/Carer
We are pleased to welcome [Child’s Name] back to school.
We understand that absence can occur for a range of reasons and appreciate the efforts you have made to support their return. If there is anything we can do to help [Child’s Name] settle back into school and re-engage with learning, please let us know.
We are committed to working with you to ensure a positive and successful return.
Yours sincerely

	Invitation To Attendance Support Meeting

	Dear Parent/Carer
We are becoming increasingly concerned about [Child’s Name]'s attendance, which is currently [XX]%.
We appreciate that every family's circumstances are different and would like to meet with you to better understand any barriers to attendance.
The purpose of the meeting is to:
· Listen to your views.
· Understand any difficulties your child may be experiencing.
· Identify support that may help.
· Agree next steps and targets together.
The meeting has been arranged for:
Date:
Time:
Venue:
If you are unable to attend, please contact us so we can arrange an alternative appointment.
Yours sincerely,

	EBSA Support Invitation

	Dear Parent/Carer
We understand that [Child’s Name] may be experiencing difficulties attending school due to emotional or anxiety-related factors.
To help us better understand their experiences, we would like to meet with you to discuss any barriers to attendance and agree supportive strategies that may help.
We recognise that [Child’s Name] has missed [X] days of education this academic year, and our focus is on identifying appropriate support to help them re-engage successfully with school.
We value your insights and look forward to working together.
Yours sincerely

	SEND Attendance Review

	Dear Parent/Carer
We recognise that a child's special educational needs and/or disabilities (SEND) may impact attendance.
As [Child’s Name] has missed [X] days of education this academic year, we would like to review the support currently in place, consider whether any further reasonable adjustments may be appropriate and discuss any additional actions that could help improve attendance and engagement.
We look forward to working with you to ensure that [Child’s Name]'s needs continue to be effectively supported.
Yours sincerely

	Family Help Discussion

	Dear Parent/Carer
We believe that additional support through Early Help services may be beneficial for your family.
As [Child’s Name] has missed [X] days of education this academic year, we would welcome the opportunity to discuss the support available and explore whether an Early Help approach could assist in addressing any challenges affecting attendance.
Participation is voluntary and our aim is to ensure that you have access to the most appropriate support for your family.
Yours sincerely








3. [bookmark: _Planning_and_Review]Planning and Review
	Wording to confirm plans, review progress and record agreed support and next steps.


Planning and Review text messages
Please refer to the positive templates listed above for use if progress is made during the review period. 
	Attendance improvement plan
	Thank you for meeting with us regarding [Child’s Name]’s attendance. We appreciate your engagement and look forward to working together to achieve our agreed attendance target.

	Attendance review meeting invite
	We would like to invite you to a review meeting to discuss [Child Name]’s attendance, consider progress made so far, and agree any next steps.

	Attendance review reminder
	This is a reminder that we will be discussing [Child’s Name]’s attendance on [date]. We look forward to discussing the progress made and any further support that may be helpful.

	Attendance review meeting
	Thank you for attending today’s attendance review meeting. We appreciate your support and look forward to continuing to work together to achieve our agreed attendance goals.


Planning and Review Letter Templates
	Attendance Improvement Plan Agreed

	Dear Parent/Carer
Thank you for meeting with us to discuss [Child's Name]'s attendance.
During our meeting, we discussed the barriers affecting attendance and agreed an Attendance Improvement Plan to support [Child's Name] in attending school more regularly.
We have agreed the following:
· Attendance target: [XX]%
· Review period: [Date] to [Date]
· Support to be provided: [Details]
· Actions agreed by home and school: [Details]
We appreciate your engagement and commitment to supporting this plan. Regular attendance is important for your child's learning, wellbeing and sense of belonging within the school community.
We will review progress on [Date] and look forward to working together over the coming weeks.
Yours sincerely

	Attendance Review: Limited Progress

	Dear Parent/Carer
We are writing following the review of [Child's Name]'s attendance.
Although support has been offered and an Attendance Improvement Plan has been in place, attendance has not improved as we had hoped. Current attendance is [XX]%.
We recognise that some barriers to attendance can be complex and we would like to continue working with you to identify any additional support that may be needed.
As part of the review, we have agreed to:
· Continue attendance monitoring.
· Review existing support arrangements.
· Consider any further interventions that may assist.
· Hold a further review meeting on [Date].
Our aim remains to work with you to improve attendance and ensure [Child's Name] is able to access their education consistently.
Yours sincerely

	Attendance Contract

	Dear Parent/Carer
Thank you for meeting with us to discuss [Child's Name]'s attendance.
As agreed during our meeting, we have enclosed a copy of the Attendance Contract which sets out the support, actions and attendance targets that we have jointly agreed to help improve [Child's Name]'s attendance and access to education. 
The Attendance Contract reflects our shared commitment to working together in the best interests of [Child's Name] and includes:
· Agreed attendance targets.
· Support to be provided by the school.
· Actions agreed by parents/carers.
· Actions agreed by the pupil (where appropriate).
· Arrangements for monitoring and review.
We appreciate your engagement throughout this process and the commitment shown to supporting [Child's Name]. Attendance will be monitored over the agreed review period, and we will meet again on [date] to discuss progress and consider whether any further support is required.
Our aim is to work in partnership with you to ensure that [Child's Name] is able to attend school regularly, feel connected to school life and achieve their full potential.
If you have any questions regarding the Attendance Contract, please contact [name] on [telephone number].
Yours sincerely

	Final Review Before Referral

	Dear Parent/Carer
We are writing following our recent attendance review regarding [Child's Name].
Despite support, meetings and the Attendance Improvement Plan, attendance remains a significant concern and currently stands at [XX]%.
We remain committed to supporting [Child's Name] and would welcome any further information about barriers that may be affecting attendance. However, unless attendance improves and there is meaningful engagement with the support offered, the school may need to refer the case to the Local Authority Attendance Team for further involvement.
Parents have a legal responsibility to ensure their child attends school regularly. The Attendance Team will review the circumstances of any referral and determine whether further intervention is appropriate.
We strongly encourage full attendance during the review period and ask that you continue to work in partnership with the school.
Yours sincerely







[bookmark: _Making_a_Referral]
4. Support Not Appropriate Referrals (Holidays)

	Templates for unauthorised leave, suspected holidays, and referral decisions.



Support Not Appropriate Referral Text Messages
	Suspected holiday during term time
	We have been unable to contact you regarding [Child Name]’s absence and have reason to believe they may be away on holiday during term time. Please contact the school as soon as possible to discuss the absence and provide an update.

	Leave of absence request declined
	Your request for leave of absence for [Child’s Name] has been considered and unfortunately cannot be authorised as the circumstances do not meet the criteria for exceptional circumstances. Further information will be sent to you in writing.

	Unauthorised leave taken following refusal
	Our records show that [Child’s Name] has been absent following a declined leave of absence request. The absence has been recorded as unauthorised, and a referral will now be made to the Local Authority Attendance Team for consideration of further action. 


Support Not Appropriate Referral Letter Templates
	Suspected Holiday During Term Time

	Dear Parent/Carer
We are writing regarding [Child's Name], who has been absent from school since [date].
Despite our attempts to make contact, we have been unable to establish the reason for this absence. Information available to the school suggests that [Child's Name] may currently be away on holiday during term time.
We would ask that you contact the school as soon as possible to discuss this absence and provide details of [Child's Name]'s whereabouts and expected return date.
Regular attendance is important for your child's education and wellbeing. We are keen to work with you to understand the circumstances surrounding this absence and ensure that appropriate support is provided where required.
If we do not hear from you, we will continue to follow our attendance procedures.
Yours sincerely

	Leave of Absence Request Declined

	Dear Parent/Carer
Thank you for your request for leave of absence for [Child's Name] from [date] to [date].
After careful consideration, I regret to inform you that the request has not been approved, as the circumstances presented do not meet the threshold for exceptional circumstances.
Should [Child's Name] be absent during this period, the absence will be recorded as unauthorised.
Where unauthorised leave of absence is taken and the absence meets the relevant threshold within the Local Authority's Penalty Notice Code of Conduct, the school may make a referral to the Local Authority Attendance Team for consideration of further action. This may include the issue of a Penalty Notice.
We strongly encourage you to ensure that [Child's Name] attends school during the requested period to avoid any unauthorised absence being recorded.
If you would like to discuss this decision, please contact the school.
Yours sincerely

	Referral To Attendance Team

	Dear Parent/Carer
Our records show that [Child's Name] was absent from school between [date] and [date] following a request for leave of absence that was not authorised.
This absence has been recorded as unauthorised leave of absence.
As the circumstances of this absence meet the criteria set out within the Local Authority's Penalty Notice Code of Conduct, the school will now be making a referral to the Local Authority Attendance Team for consideration of further action.
If you have any questions regarding this matter, please contact the school.
Yours sincerely






5. [bookmark: _Notice_to_Improve/Prosecution]Notice to Improve/Prosecution Referral
	Wording to be used when school-led support has not secured improvement and a referral to the Local Authority is necessary. Formal-stage wording. Legal processes should be explained clearly and proportionately, while continuing to offer support.



Notice to Improve/Prosecution Referral Text Messages
	Referral To attendance team
	Thank you for meeting with us regarding [Child’s Name]’s attendance. As discussed, the school will now be making a referral to the Local Authority Attendance Team for further support and consideration of next steps.

	Attendance referral submitted
	Due to ongoing attendance concerns, a referral has now been made to the Local Authority Attendance Team. We will continue to work with you to support [Child’s Name]’s attendance whilst the referral is being reviewed.

	Attendance Team referral following support
	Despite support and intervention from the school, attendance concerns remain. A referral has now been submitted to the Local Authority Attendance Team, who will review the case and determine whether further intervention is required.

	Referral due to lack of improvement
	We remain concerned about [Child’s Name]’s attendance. As attendance has not improved sufficiently during the agreed monitoring period, a referral has now been made to the Local Authority Attendance Team.

	Referral due to non-engagement
	We have made a referral to the Local Authority Attendance Team due to ongoing attendance concerns and limited engagement with the support offered by the school. Please contact us if you would like to discuss this further. 



Notice to Improve/Prosecution Referral Letter Templates
	Final Warning Prior to Referral

	Dear Parent/Carer
We remain concerned about [Child's Name]'s attendance and the impact that continued absence is having on their education.
Despite support, discussions and opportunities to improve attendance, concerns remain. Unless there is immediate and sustained improvement in attendance, the school intends to make a referral to the Local Authority Attendance Team for consideration of a Notice to Improve.
If a Notice to Improve is subsequently issued, attendance will be monitored during a formal improvement period. Failure to secure sufficient improvement may result in consideration being given to further action, including a Penalty Notice, where the appropriate criteria have been met.
We would encourage you to contact the school if there are any further difficulties affecting attendance that you would like to discuss.
Our preference is always to work with families to achieve improvements without the need for formal intervention, and we hope to see positive progress over the coming weeks.
Yours sincerely

	Referral for Consideration of a Notice to Improve

	Dear Parent/Carer
We are writing regarding our ongoing concerns about [Child's Name]'s attendance, which is currently [XX]%.
The school has worked with you to understand any barriers to attendance and has offered support to help improve attendance. Despite these efforts, attendance remains a concern.
As a result, the school will now be making a referral to the Local Authority Attendance Team for consideration of a Notice to Improve.
A Notice to Improve is a formal process intended to support families in securing regular school attendance. The Attendance Team will review the information provided by the school and determine whether the criteria for a Notice to Improve have been met.
Should a Notice to Improve be issued, attendance will be monitored over an agreed improvement period. If attendance does not improve sufficiently during this period, consideration may be given to further action, including the issue of a Penalty Notice, where the relevant criteria are met.
We remain committed to working with you and encourage continued engagement with the support available.
Yours sincerely

	Referral for Consideration of a Notice to Improve (Non-Engagement)

	Dear Parent/Carer
We are writing regarding ongoing concerns about [Child's Name]'s attendance.
The school has made a number of attempts to work with you to improve attendance, including offering support, inviting you to meetings and requesting discussions regarding any barriers that may be affecting [Child's Name]'s attendance. Unfortunately, there has been limited or no engagement with these offers of support. 
As attendance concerns remain and opportunities to work together have not been taken up, the school will now be making a referral to the Local Authority Attendance Team for consideration of a Notice to Improve.
A Notice to Improve is a formal intervention intended to support families in securing regular school attendance. Should a Notice to Improve be issued, attendance will be monitored over an agreed improvement period and clear expectations for attendance will be set.
If attendance does not improve sufficiently during the Notice to Improve period, consideration may be given to further action, including the issue of a Penalty Notice, where the relevant criteria are met.
We remain keen to work with you to support [Child's Name] and would encourage you to engage with any future contact from the school or the Attendance Team.
If you wish to discuss this matter, please contact [Name] on [telephone number].
Yours sincerely

	Referral for Consideration of Prosecution

	Dear Parent/Carer
We are writing regarding our ongoing concerns about [Child's Name]'s school attendance.
Despite previous support and intervention from both the school and the Local Authority Attendance Team, attendance remains a significant concern. A range of measures have been implemented to support improved attendance; however, these have not resulted in sufficient and sustained improvement. 
As a result, the school will now be making a referral to the Local Authority Attendance Team for consideration of prosecution under Section 444 of the Education Act 1996.
The Local Authority will review the circumstances of the case, including the attendance record, the support and interventions previously offered, and any engagement with those interventions, before determining whether legal proceedings are appropriate.
Parents have a legal responsibility to ensure that their child attends school regularly. Continued absence from school can have a significant impact on educational progress, wellbeing and future outcomes.
Whilst this referral is being considered, we strongly encourage [Child's Name] to attend school every day and on time. We remain willing to work with you to support improved attendance and would encourage you to contact the school if there are any changes in circumstances or additional support needs that we should be aware of.
Yours sincerely	

	Non-Engagement and Previous Attendance Team Involvement

	Dear Parent/Carer
We are writing to inform you that the school is making a referral to the Local Authority Attendance Team for consideration of prosecution in relation to [Child's Name]'s attendance.
Attendance has remained a concern despite previous intervention by both the school and the Local Authority Attendance Team. Opportunities to improve attendance have been provided through support, advice and formal attendance processes; however, attendance has not improved to an acceptable level.
The Local Authority will now review the case and determine whether the threshold for legal proceedings has been met. This review will take into account the attendance record, previous Attendance Team involvement and the support offered to the family.
We encourage you to ensure that [Child's Name] attends school regularly whilst this matter is being considered.
Should you wish to discuss this matter further, please contact the school.
Yours sincerely
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