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Date
Dear Parents / Carers of [child’s name]
Attendance Warning Letter
Please find enclosed a copy of your child’s current attendance record, for your information.
We are now seriously concerned about your child’s poor attendance and the effect this is having on both their academic and EHCP outcomes.
[Child’s name] has already had [XX] absences this term. We have sent you two previous letters on [dates] stating our concerns and offering help for you and your family.
If [child’s name]’s attendance does not improve and/or any further unauthorised absence occurs, s/he will be referred to the Education Welfare Officer as part of a legal meeting.
It is most important that [child’s name] attends school every day unless there is a very good reason for an absence. Our Family Support Officer, Cathy Berridge, will be in touch to invite you in to school to discuss all available help and support that we can provide you, which can include a referral to the Early Help process.
Yours faithfully,
[image: ]
Jennie Harvey
Head Teacher
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