Leg 6
Date :                                                                                                                   

Dear Mr & Mrs 

Child:                             



Dob:   

School:                                                   

As you know there have been serious concerns regarding ………………..’s attendance at ……………………………..school which initiated the school’s Attendance Procedures.

A Panel Meeting was held in school on …………………. .Following that meeting you were required to ensure that your child reached a minimum of ……% attendance for the following four school weeks. 

I am pleased to inform you that ………………………has achieved the appropriate level of attendance for the recommended time period, therefore no further action will be taken at this point.   

Please note, your child’s attendance will continue to be closely monitored in school and should ………………….. have further unauthorised absences, the attendance procedure will be recommenced. 

I would like to take this opportunity to thank you for your co-operation and support in this matter.

Yours sincerely

Head teacher

