[USE SCHOOL LETTERHEAD FOR HEADER AND FOOTER] 
Template Parent and Customer Contact Restriction Notification Letters 
 
Template 1 – Restriction implementation (contact with School)

Dear [NAME], 
  
I write with regards to your recent communications with [INSERT INDIVIDUALS] 
at [NAME OF SCHOOL]. 
 
I have reviewed the nature of your recent correspondence, in relation to the School’s Policy on Unacceptable Behaviour by Parents and Customers, which is available on the School’s website. I have concluded that the nature of your contact with the School is unreasonable, specifically that you have [displayed or made]: 
[USE THE BULLET POINTS BELOW WHICH BEST DESCRIBE THE UNACCEPTABLE ACTIONS] 
· Aggressive or abusive behaviour: anger which escalates into aggression, threatening behaviour, written or verbal abuse, or unsubstantiated allegations;   
· Unreasonable demands: a demand is unreasonable when complying with it would impact substantially on the School’s work or on the day to day provision to pupils and support to other parents or customers;  
· Unreasonable levels of contact: when the amount of time spent dealing with a complaint impacts on the School’s ability to deal with it or with other parent/customer complaints; this is not the same as persistence which can be a positive advantage when pursuing a complaint; and   
· Unreasonable use of the School’s complaints process: when the effect of the repeated complaint is to harass, or to prevent the School from pursuing a legitimate aim or from implementing a legitimate decision.  
In the view of the School, your continued actions are [unreasonable or unacceptable] despite the warning letter I sent to you on [DATE]. The School cannot accept contact that is harmful to staff or interferes with the proper operation of the School.
 
[INCLUDE A PARAGRAPH EXPLAINING THE IMPACT OF THE BEHAVIOUR FOR EXAMPLE:] 
 
[Your continued correspondence has resulted in disproportionate effort by staff, taking them away from other duties with distracting and disrupting consequences. Regrettably, due to the nature of your communications, a restriction is being placed on your contact with the School.   Placing a restriction on your contact is not undertaken lightly, however, your behaviour is unacceptable.] 
 
[In the view of the School the tone and language that you have used in your recent correspondence has been unreasonably derisive and personal in nature, causing upset and distress to members of the School’s staff.] 
 
This means that your contact with the School will be restricted as follows:

[INCLUDE AS APPROPRIATE:]

[FOR SECONDARY SCHOOL PARENTS:] [You are not permitted to access the School site unless attending a pre-arranged meeting that has been agreed by the School in advance, or in the event of a medical emergency relating to your child.]

[Further contact with the School must be by phone only to [NAME AND NUMBER]. The School will respond to phone queries within a reasonable timeframe where we consider that a response is required].

[Further contact with the School must be by email only to [INSERT NAME AND EMAIL ADDRESS]. The School will check any emails received from you on a [weekly] basis and we will respond within a reasonable timeframe where we consider that a response is required. Should you send multiple emails over a short period of time, you may receive one consolidated response (where the School agrees response is required). Emails sent to any other email address will be [noted and filed but no response will be sent to you] OR [automatically redirected to the nominated email address] OR [deleted unread].] 

[While the restriction is in place the School will not accept phone calls from you, except in the case of an emergency. Any phone call received from you will therefore be terminated immediately unless it relates to a safeguarding or other pupil wellbeing matter that you have made clear immediately.] 

The restriction will be in place for [three or six or twelve] months, with review on [DATE] to decide whether the restriction is still needed.  The School may review the restriction earlier if additional relevant information is received.

If [unreasonable or unacceptable] actions continue, the School will consider any further measures which may be put in place.

The restriction does not prevent you from engaging with the School through other appropriate channels, where required (e.g. parental survey).
 
I realise you may not be happy about receiving this letter. However, we require all members of the School community to treat School staff with respect.
 
Yours sincerely, 
 
Headteacher 
 


Template 2 – Restriction implementation (access to site – banning letter)

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 ban other customers from site 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]
I was disappointed to hear from members of staff of the incident on [TIME AND DATE]
I am informed that [insert details of incident and its effect on staff, pupils and other parents].
Behaviour of this kind is unacceptable, particularly in the presence of young children to whom I have a duty to ensure they feel safe and secure whilst on School premises. 
Having taken into account the warning sent to you on [DATE] following previous unacceptable conduct reported to me, and having considered the circumstances of this incident, I have now withdrawn permission for you to enter the School premises.  
You may come to the School gate where [CHILD’S NAME] will be greeted by a member of staff and assisted to settle into the school day. At the end of the day, [CHILD’S NAME] will be brought to you at the same point.
I will review your ban from the premises on [DATE] and if your behaviour between now and then has been acceptable, I will consider lifting the ban.  In the meantime, should you wish to make representations to me as to why this ban should not continue in force, you can do so in writing to me.  I will take into account any apology for your behaviour and any undertaking that there will be no repetition.
If you enter the School site during your ban, you will be trespassing.  You should note that Section 547 (1) of the Education Act 1996 makes it an offence to cause a nuisance or disturbance on school premises whilst trespassing. I am prepared to invoke these powers to ensure the safety and welfare of pupils and adults on School premises, with the assistance of the Police if necessary.
I hope that [today’s] incident is an isolated one and that we can continue to work together to ensure that [CHILD’S NAME] has a positive educational experience at this School.
Yours sincerely
Headteacher
