Initiating Legal Intervention
Whether you wish to begin the Attendance Intervention Meetings or request a Notice to Improve from the local authority, you must inform parent(s)/carer(s) of your intentions. 

The notification from the school needs to be written, and preferably sent by post, to the parent(s)/carer(s) who are responsible for the child’s attendance, under the Education Act 1996.

In your letter, you must name the parents individually, and you need to clearly show the address and date.  Further support with this can be found in our ‘Paperwork Checklist for All Legal Disposals’.

In your letter, you should also include:
· The name and DOB of the pupil
· Their current attendance (you may also consider adding the attendance from previous years)
· The reasons for considering legal intervention for attendance from the LA
· A summary of the support you have put in place ahead of seeking legal intervention and reasons why this has not improved attendance
· The potential next steps, including references to Attendance Improvement Meetings, a Notice to Improve being issued, a Penalty Notice being issued, and the potential for prosecution at the Magistrates’ Court
· The differing fines for penalty notices issued within a rolling three-year period



Here is a template letter that you may wish to adapt for your school’s use:

[School Letterhead]
[Date]
[Parent/Carer's Name]
[Parent/Carer's Address]
[City, Postcode]

Dear [Parent/Carer's Name],

Re: Attendance Concerns for [Child's Name], Date of Birth: [Child's DOB]

I am writing to inform you of our concerns regarding [Child's Name]'s attendance at school. As of [current date], [Child's Name]'s attendance stands at [current attendance]%. This equates to [number] of hours’ missed learning and social opportunities in school.  We have also noted the following attendance records from previous years: [previous attendance records, if applicable].

The Department for Education says, ‘child[ren] must attend every day that the school is open, except in a small number of allowable circumstances such as being too ill to attend or being given permission for an absence in advance from the school. This is essential for pupils to get the most out of their school experience, including their attainment, wellbeing, and wider life chances.’

Despite the support and interventions we have put in place, including [summary of support provided], there has been no significant improvement in [Child's Name]'s attendance. Therefore, we are considering legal intervention to address this issue.

Reasons for Considering Legal Intervention:
· [Specific reasons for considering legal intervention]
Potential Next Steps:
1. Attendance Improvement Meetings: We will arrange meetings to discuss and support improvements in [Child's Name]'s attendance.
2. Notice to Improve (NTI): The Local Authority may issue an NTI if attendance does not improve.
3. Penalty Notice (PN): A PN may be issued, which could result in fines.
4. Prosecution: If attendance issues persist, the matter may be referred to the Magistrates’ Court, potentially leading to prosecution.

Please be aware that penalty notices can result in fines, which vary depending on the number of notices issued within a rolling three-year period.  Please see our attendance policy for further information.  You may also wish to visit the Gloucestershire County Council website’s Attendance page for further information: Attendance and absence from school | Gloucestershire County Council

We are committed to working with you to improve [Child's Name]'s attendance and ensure their success at school. If you have any questions or need further support, please do not hesitate to contact us.

Yours sincerely,
[Your Name]
[Your Position]
[School Name]
[Contact Information]

