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Dear «salutation»,

Re : «chosen_forename» «chosen_surname» - 2nd % Attendance Letter

Having studied the current percentage attendance data, it has been brought to my attention that «chosen_forename» has a worrying number of absences. Please contact us if you would like to see a copy of your child’s registration certificate.

We will need to monitor future attendance percentages and if this continues to be a concern we may need you to provide medical evidence to ensure continuation of authorised medical absences.

Some examples of evidence that could be used are: Prescriptions, Appointment cards, Doctor’s notes etc.

It is a parent’s legal responsibility to ensure the regular and punctual attendance of their child at school under the Education Act 1996. We work closely with the Education Welfare Service and therefore may refer to them if unauthorised absences accrue.

Please contact me if there is anything that we can do to support you with ensuring your child’s full attendance at school.

Thank you for your support.


Yours Sincerly


Head of Year
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