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FORMAL WARNING LETTER FOR FAILURE TO SECURE IMPROVEMENTS IN SCHOOL ATTENDANCE


Dear 

Child Name:    
    
Date of Birth:


It was disappointing to note that you failed to attend the Formal Attendance Parent Contract meeting that was arranged for Date and time and place of meeting. This meeting was arranged to discuss forename’s current level of attendance and any difficulties you may be experiencing.

As you did not attend the meeting, I am setting a target/s for forename which is/are as follows: 

· 90% or above attendance target over the monitoring period (insert dates)
· Absences due to self-limiting illness (such as colds) can be authorised in the first instance but a child who is absent frequently due to a medical reason, including repeated self-limiting illnesses, medical evidence will be required. 
· Prompt communication if your child will be absent. Parents should contact the school by xxx am as per the School Attendance Policy.
· Any additional targets can be inserted here.

Formal Warning enclosed:

As parent(s) it is your legal responsibility, as stated under Section 444 of the Education Act 1996, to ensure that your child attends the school at which he/she is registered, regularly and punctually.  Failure to do so may result in a Penalty Notice Fine being issued against you and/or legal proceedings being considered.

If targets are not met or unlikely to be met within the monitoring period, (specify period dates), and there are further unauthorised absences, a referral may be made to the Local Authority, and you will be issued with a Notice of Intention to Prosecute from the Local Authority. 

Failure to secure an improvement in attendance and failing to engage with the support on offer from the school, may result in a prosecution in the Magistrates Court under section 444 of the Education Act 1996.  

If there are any circumstances that the school may not be aware of which is preventing your child from attending school regularly, I would urge you to make contact as soon as possible so we can discuss and resolve any difficulties.

Yours sincerely


School Attendance Lead



