[USE SCHOOL LETTERHEAD FOR HEADER AND FOOTER] 
Template Parent or Customer Contact Restriction Warning Letters 
 
Template 1 – Warning to parent or customer about unreasonable communication towards any representative of the School

Dear [NAME], 
  
I write to warn you that your recent contact is contrary to our expectations regarding respectful and reasonable contact with the School.

When communicating with individuals who express dissatisfaction, in the vast majority of cases the School has polite and courteous interactions. I am sorry to read the dissatisfaction you express and know there are good intentions in your approach. However, the impact it is having is disproportionate and at odds with our policy of zero-tolerance towards unreasonable actions.  
 
[DESCRIBE THE ACTIONS AND IMPACT THIS IS HAVING ON THE SCHOOL / STAFF]  
 
[EXAMPLES BELOW] 
 
[Your communications are unreasonably persistent and are causing the disproportionate diversion of our normal day to day activity. Your approach risks confusion while we are trying to address your concerns. You have sent [NUMBER] of emails over the past [NUMBER] of [days or weeks]. No school can facilitate this level of contact from any individual.]  
 
[Your communication adopts a scattergun approach, with multiple individuals included in your communication, which diverts resource and risks duplication of work.]  
 
[Members of staff consider the tone of emails received from you to be unreasonable, including persistent threats of legal action and personalised criticism of staff intended to undermine their professional expertise.]
 
[You repeat the questions put to colleagues regarding XXX, requiring colleagues to repeat themselves causing disproportionate diversion of normal day to day activity.] 
 
Specific examples of the unreasonable actions are provided in Appendix 1 of this letter.  [In the circumstances, your current contact with us is contrary to our Parent Communications Policy, available on our website [INSERT LINK]]. 
 
You were advised on [DATE] [REFERENCE AN EMAIL OR LETTER, IF YOU HAVE EXPLAINED TO THE CUSTOMER WHY THE SCHOOL CANNOT RESPOND / FURTHER RESPOND TO ISSUES RAISED.] 
 
[If you are dissatisfied with the School’s most recent response to your formal complaint, you may escalate the matter as set out in that response.] 
 
If you continue to communicate with the School in an unreasonable manner, we will have to consider placing a restriction on your contact. This would be implemented in accordance with the School’s Unacceptable Actions by Parents and Customers Policy, which can be accessed on the School website [INSERT LINK] 
 
This is not something the School wishes to implement and, therefore, I hope will not be necessary.  
 
If a restriction is required moving forward, this would most likely take the form of [GIVE EXAMPLE; limiting your contact to one type of communication (such as email), to be addressed to one named individual/nominated email address, with response times decided by the School where we agree a response is required.]  
 
[prohibiting all contact with all other colleagues within the School apart from [NAME].]  

The restriction would be put in place for a specific time and then reviewed to establish whether this restriction can be lifted or would need to be extended.  
 
I realise you may not be happy about receiving this letter.  However, restrictions will only be needed if the unreasonable behaviour continues, and this letter acts as a warning only.  
 
Yours sincerely, 
 
[INSERT NAME]
Headteacher 
 



Appendix 1  
 
[PROVIDE A LIST REFERENCING SPECIFIC COMMUNICATIONS / MEETINGS ETC. WHERE THE PARENT/CUSTOMER HAS ACTED UNREASONABLY] 
 
Below are examples of unreasonable behaviour. 
 
1. Describe the unreasonable behaviour e.g. Evidence of adopting the scattergun approach 
 
From: emailaddress@gmail.com  
Sent: Friday, November 8, 2025 02:49 PM  
Subject: Email subject line 


Template 2 – Warning to parent after verbal or physical aggression/ swearing on school site

Only parents and carers have implied permission to enter certain areas of the School at certain times for certain purposes (e.g. to drop off and pick up their children). There is usually no need to warn other customers about potential site restrictions in the same way as for parents. For example:
· to restrict a hirer’s site access, the hire agreement should be terminated in accordance with its terms;
· Schools can revoke any general invitation given to a visitor who is not a parent;
· If legislation or a contract regulates an individual’s access, please consult Hampshire Legal Services for further advice.
Please also refer to the Banning Guidance Note in the Hampshire Legal Services section of Hampshire Services for Schools, under Disputes & Complaints/ Advice & Guidance/ Banning from School Site.
Dear [NAME]
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]I refer to your conduct on School premises on [date and time] when you [insert details of incident, its effect on staff, pupils and other parents].
I must inform you that the School will not tolerate conduct of this nature on its premises and will act to defend its staff and pupils.
You should be aware that section 547 (1) of The Education Act 1996 makes it an offence to trespass upon school premises and cause a nuisance or disturbance.  Such behaviour may also lead to measures being taken in accordance with anti-social behaviour legislation.
The purpose of this letter is therefore to warn you that should there be a repetition of this behaviour, consideration will be given to appropriate measures including banning you from the School premises.
A site ban would be implemented in accordance with the School’s Unacceptable Actions by Parents and Customers Policy, which can be accessed on the School website: [INSERT LINK].
However, I trust that this was an isolated incident and that we can now continue working together to ensure that [child’s name] is able to make maximum use of [his/her] educational opportunities at the School.
Yours sincerely
[INSERT NAME]
Headteacher
