
 

 

 

Appendix 1: model letters    
Initial warning letter from the headteacher  

 

Dear [parent name], 
 
I’ve received a report about your conduct on [time and date]. 
 
[Summary of incident, including location, and the effect on staff, pupils and other parents.] 
 
If the incident is minor, add: 
 
This behaviour is not in keeping with our parent code of conduct. [Please find a copy attached to 
this letter.] 
 
If the incident is more serious, add: 
 
As written in our parent code of conduct, we do not tolerate this kind of behaviour in our school. 
[Please find a copy attached to this letter.] 
 
We believe that all staff, pupils and parents are entitled to a safe, respectful and inclusive 
environment, and that parents are as responsible for creating this environment as school staff.  
 
Continue with: 
 
Further breaches of the code of conduct may result in a ban from the school premises. 
 
If you want to invite the parent in for a meeting, add: 
 
I’d like to invite you in to school to discuss this incident, and how we can work together to prevent 
similar issues in the future.  
 
Please contact the school office on [phone number] to book an appointment.  
 
Yours sincerely 
 
Headteacher  
 



 

 

 

Model letter banning a parent from the school site 

 
Dear [parent name], 
 
I am writing to inform you that, after consultation with the chair of governors, I am banning you from 
the school site until [date]. 
 
You can also choose to ban a parent permanently. In that case, amend the sentence above. 
 
Despite previous correspondence and conversations about your conduct, there have been further 
breaches of our parent code of conduct.  
 
[Include details of the incidents, including dates, locations and effects on staff/pupils/other parents 
for every relevant incident.] 
 
If you do not comply with the ban, I will arrange for you to be removed from the grounds and you 
may be prosecuted under Section 547 of the Education Act 1996. 
 
If you would like to raise a complaint, you can do so using the school’s complaints procedures, 
which are available on our website. 
 
Yours sincerely 
 
Headteacher 
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