Template Letter 1

<Address> 
<Address>
<Address> 
<Address>                                                                                                            
<Date>


Dear <Name of Parent> 

We want to help all children do well in school. One way we do this is by checking attendance regularly. When we notice a child is missing school often, we let parents know.

We are writing to you because we are concerned about <Child’s Name>’s attendance. Here is a summary:

	Attendance 
	<current attendance> %

	Authorised Absence 
	<current AA> %

	Unauthorised Absence
	<current UA> %



Good attendance helps children learn and succeed. Here’s how attendance can affect your child’s progress:

	Above 97%: Less than 6 days absence a year
Excellent! Your child is likely to do well and build good habits.

	95%: 10 days absence a year
Still good but taking a two-week holiday would bring attendance down to this level.  Your child is less likely to do well.

	90% and below: 19 days + absence a year
This is a serious concern. The government calls this “persistent absence.” It’s hard for children to keep up, and parents may face legal action.



[image: A qr code with black dots

AI-generated content may be incorrect.]More information on school attendance can be found here: https://www.bradford.gov.uk/education-and-skills/school-support-services/school-attendance-information-for-parents-and-carers/ or by scanning this QR Code.

If you have any questions or want to talk about this, please contact me on <contact>.

Yours sincerely 



<School contact>
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