Leg 4
Date

Address

Dear……..

Name of child : 


Dob :
School :

Thank you for attending the Attendance Panel Meeting held on 
........................................……..at……………….

Please read the enclosed copy of the notes of the meeting. It is important that you adhere to the action plan agreed by yourself and the school in order to maintain an improved attendance for.......................
The situation will be reviewed on....................................
If you wish to discuss any points arising from the notes or require further support, please do not hesitate to contact me on the above telephone number.

Yours sincerely,

Head teacher
