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Date
Dear Parents / Carers of [child’s name]
Notice of Attendance Concern
On further reviewing of your child’s attendance, we are aware that [name] has now missed [XX] school sessions so far this academic year. Sessions are counted in half days. In order to ensure that your child is able to make use of all the opportunities available to them here at Lampard Community School, and to ensure progress towards their EHCP outcomes, we would encourage a higher rate of attendance.
As explained in Letter 1, which was sent to you on [date], and following the telephone call from your child’s Phase Lead {name], we had hoped to see attendance increase. However, this has not been the case.
If there are ongoing issues relating to your child’s low attendance, please provide us with any supporting documentation so that we can understand the situation fully and work with you to reduce any barriers to attendance.
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,
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Jennie Harvey
Head Teacher
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