Leg 2

Your ref:

Our ref: 

Please Call: 

Direct line:

Date : 
Dear Mr & Mrs

Name:……………………………………………….D.O.B:………………………                                                   

School:……………………………………………………………………………...                                                 

An Initial Warning letter was issued to you on................ Unfortunately, the attendance of your child continues to be unsatisfactory despite this and other numerous contacts made with you by school staff.

It is now necessary to arrange an Attendance Panel Meeting to be held at ……………….. School, on ……………….. at …….......in accordance with the school’s  Attendance Procedures.  Would you please bring................with you to the meeting or if in school he/she will be asked to join us (if appropriate). 

It must be emphasised again that it is the duty of those with parental responsibility to secure the regular attendance of their children at school.  Failure to do so is an offence under Section 444 (1) or (1A) of the Education Act 1996. 

If you are unable to attend the meeting, please contact the school direct, to discuss an alternative time.  If you fail to attend, and do not provide a reason, then this can be used as evidence of your unwillingness to cooperate and the meeting may go ahead in your absence. You may wish to pursue your own legal representation with regard to any of the above proceedings. 

Yours sincerely

Head teacher

