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«salutation» 
«address_block» 
 
 
«date_of_printing» 
 
 
Dear «salutation», 
 
Re: «chosen_forename» «chosen_surname»  - No Reasons Received for absence. 
 
Our records show that to date we have not received reasons why «chosen_forename»  was absent from 
school on the date/dates listed below. 
 
We cannot update the school registers until we receive this information and until this is done all 
unexplained absences are unauthorised.  As I’m sure you are aware unauthorised absence is looked upon 
with concern, not just here at Oakfield Academy. This could also result in a penalty notice being issued. 
 
Please complete the tear off slip below and return to the school office as a matter of urgency. 
 
 
Yours faithfully 
 
 

Mrs R Sanders 

Attendance Officer  

 
----------------------------------------------------------------------------------------------- 
F.A.O MRS R SANDERS – SCHOOL OFFICE 
 
«forename»  «surname»  
 
Date(s)                                             Reason for absence 
 
 
 
 
Parent/Carer Signature ……………………………… Date …………………………….. 
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