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	*Address*


	*Date*

Dear ******

*Childs Name*
Attendance meeting - *meeting date and time*
 
I write further to our recent meeting when discussed there needing to be an improvement in your child’s attendance.
 
[bookmark: _GoBack]I would now like to book a review meeting with you on *meeting date and time*.  There has not been any significant improvement in your child’s attendance and I would like to explore the reasons and whether the support plan we put in place needs to be amended.
 
I would ask that you please contact me on 07521 653669 should you have to change the time of the appointment.
 
In the meanwhile I would like to remind you that you have a legal duty to ensure regular attendance and that if you fail to do so you may commit an offence - S 444 Education Act 1996.
 
Thank you for your attention in this matter.
 
Yours sincerely
 
 
Chloe Dell
Senior Education Welfare Officer
07521 653669
cdell@teamewo.com
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