

Ref: ATT/LTUL/Initial/Date

<Date >

<Address> 
<Address>
<Address> 
<Address> 

Dear <Name of Parent> 

We noticed that <Name of Pupil> was absent from <School Name> between <Start Date> and <End Date> during term time. We’ve tried to contact you several times but haven’t been able to reach you. Here are the methods we used:

	Method Attempted
	Date(s) Attempted

	Phone call to all listed numbers
	<Insert Dates>

	Email to all listed addresses
	<Insert Dates>

	Home visit
	<Insert Dates>

	Letter to home address
	<Insert Dates>



As we haven’t received any information about exceptional circumstances, we’re unable to authorise this absence. We understand that there may be reasons for the leave, and we’re here to listen and support you. However, without knowing the details, we can’t consider whether the absence could be exceptional.

We’ve now marked these absences as unauthorised. As explained before, unauthorised absences are referred to Bradford Council, who may issue a Penalty Notice. This is a £160 fine per parent, per child. If paid within 21 days, the fine is reduced to £80. For a second unauthorised absence, the full £160 must be paid within 28 days.

If the absence was 20 school days or longer, or if your child has already had more than two periods of leave in the last 3 years, Bradford Council may take further legal action, which could include going to court.

If you’d like to talk about this, please contact the school to arrange a meeting.

Yours sincerely, 


Xxxx
Headteacher/Attendance Lead
Xxxx School/Academy
