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PARENT NAME
ADDRESS                                   							DATE

Dear NAME,

RE: STUDENTS NAME, DOB 

School attendance is hugely important. For your child to gain the full benefit from their education, for their learning, wellbeing, and wider development, they need to attend on time, every day possible.
If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school or fails to attend regularly the child’s parent may be guilty of an offence under s.444 Education Act 1996.  
You, PARENT/CARER NAME are a parent/carer of STUDENTS NAME, (called in this notice “the pupil”) who is a registered pupil at SCHOOL
The school have offered support to you and your family to try and help improve STUDENTS NAME’s attendance, including: 
· DETAILS OF SUPPORT
Unfortunately, despite the support that was offered to your family, attendance remains a cause for concern. From DATE TO DATE the pupil failed to attend regularly at SCHOOL, which resulted in 10 sessions (half days) or more of unauthorised absences being recorded within 10 school weeks.  Please see the attached registration certificate for details.
You now have TIME PERIOD FOR NOTICE in which to improve your child’s attendance.  During this time your child must show significant improvements in attendance and avoid having any unauthorised absences from school during this period.  Should we not see sufficient improvement and further unauthorised absences take place during this period, a Penalty Notice may be issued.  A penalty notice is charged at £160 if paid within 28 days.  There is usually the opportunity to pay a reduced amount of £80 if paid within 21 days. 
NB – A Penalty Notice may be issued as soon as an unauthorised absence is recorded.
If you wish to discuss this notice, or discuss what further support is available, please contact school as soon as possible.

Yours sincerely




(Name)
(Job Title)
(School Name)
(Telephone Number Ext)




