Leg 5
Date :

Dear

Attendance Panel Meeting held on …………………

Name of Pupil..............................................Dob..................
Registered Pupil at …………………...........................School

You were invited to an Attendance Panel meeting held on …………. to discuss the unsatisfactory attendance of your child at the above school. 

Unfortunately you failed to attend and, as no acceptable reason was offered by you, the meeting went ahead in your absence. Enclosed is a copy of the notes made at that meeting including information about the extent of your child’s absences and a Parenting Contract/Support Plan which you will be expected to sign if in agreement.

I have to advise you that under the Education Act 1996 parents have a duty to ensure that their child/ren attend school regularly and punctually.  Failure to do so may result in the Local Authority considering taking legal proceedings against you. This could be in the form of an Education Supervision Order, Penalty Notice or pursuing a Prosecution in the Magistrates Courts under Section 444 (1) or (1A) of the Education Act. 
You should be aware that if your child’s level of attendance at school continues to be unsatisfactory, you do not keep arranged appointments with the school or fail to engage in any of the support agreed, the matter may be progressed by the Local Authority to a Pace Caution Formal Interview/LA Panel Meeting without delay.

Yours sincerely

Head teacher
