Template Letter N

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


Dear <name of parent / carer>  

Our records show that <Child’s Name> has recently missed some days at school. It is your responsibility to let us know on the first day of absence why your child is not in school and when you expect them to return.

We haven’t heard from you, so we’re writing to ask you to explain these absences. Please fill in the form below and return it to school as soon as you can.

[image: A qr code with dots

AI-generated content may be incorrect.]If we don’t receive an explanation within one week, we will mark the absence as unauthorised. A short guide explaining what this means and what could happen next can be found via this webpage – Bradford.gov.uk/attendance or by scanning this QR code. 

If you’d like to talk about this letter, please call us on <contact>.

Yours sincerely,


<School Contact>


	


Please fill in this form and return it to as soon as possible.

Dates of unexplained absence:
<Dates of N Codes>

Explanation for the above dates of unexplained absence:

	







Parent/Carer Signature…………………………	Date……………………….


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: ]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>


Template Letter Medical

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



Dear <name of parent / carer>  

We wrote to you on <Date> about <Child’s Name>’s school attendance. Since then, their attendance has not improved and is now %. To give you an idea, 90% attendance means missing about 19 days of school in a year.

Most of their absences seem to be due to illness or medical reasons.

Because of this, we now need proof if your child is absent from school again due to illness. This could be a doctor’s note, a prescription, or an appointment card.

If we do not receive this proof, we will have to mark the absence as unauthorised.

[image: A qr code with black dots

AI-generated content may be incorrect.]More information on unauthorised absence and 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.

We want to work with you to help improve <Child’s Name>’s attendance. We will continue to monitor the situation and will contact you again if things do not get better.

Thank you for your support.

Yours sincerely 





<School Contact>







Template Letter 2 

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


Dear <name of parent / carer>  

We wrote to you on <Date> about <Child’s Name>’s school attendance. Since then, things haven’t improved, and their attendance is now <XX>%.

To help you understand, 90% attendance means missing about 19 days of school in a year. That’s more time at home than in school over the year.

Missing school regularly can make it harder for children to do well. It’s important to deal with this early so your child doesn’t get into the habit of missing school. If this habit continues, it may become harder to fix as they get older.

We want to help <Child’s Name> attend school more often. Please come to a meeting with me on <date> at <time> at school so we can talk about how we can work together to improve the situation.

If you can’t make this meeting, please contact me as soon as possible so we can arrange another time.

Please help us make sure <Child’s Name> comes to school regularly.[image: A qr code with black dots

AI-generated content may be incorrect.]  If things don’t improve, we may have to refer the case to Bradford Council. This could lead to a fine or legal action if this continues.  More information on this can be found here: https://www.bradford.gov.uk/education-and-skills/school-support-services/notices-to-improve-and-penalty-notices/ or by scanning this QR code. 

Thank you for your support.

Yours sincerely 





<School Contact>





Template Letter Lates

<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. This includes looking at how often children arrive late.

We are writing to you because <Child’s Name> has been late to school several times. Here is a summary:

	Attendance 
	<current attendance> %

	Number of late sessions
	<current L> %

	Number of “unauthorised” lates
	<current UA> %



Being late can have a big impact over time. Here’s how much school can be missed just by being a few minutes late each day:

	5 minutes late every day = 3 days of school lost a year

	10 minutes late every day = Over 6 days of school lost a year

	15 minutes late every day = 10 days of school lost a year

	20 minutes late every day = 13 days of school lost a year

	30 minutes late every day = 19 days of school lost a year



We know mornings can be busy, but being late means your child misses important learning time. If your child arrives more than 30 minutes after the register is taken, it will be marked as an unauthorised absence. 
[image: A qr code with black dots

AI-generated content may be incorrect.]
More information on unauthorised absence and 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 us on <contact>. 

Yours sincerely 


<School contact>
Template Letter Lates 2

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



Dear <name of parent / carer>  

We’ve already written to you about <Child’s Name> being late to school. So far this year, they have been late <X> times. We haven’t received a good reason for this, and the situation hasn’t improved.

We’ve enclosed your child’s latest attendance report for your information.

Being late or missing school regularly can make it harder for children to do well. It’s important to deal with this early so your child doesn’t get into the habit of being late or missing school.

We want to help <Child’s Name> arrive on time every day. Please come to a meeting with me on <date> at <time> at school on at so we can talk about how we can work together to improve the situation.

If you can’t make this meeting, please contact me as soon as possible so we can arrange another time.

[image: ]We will continue to monitor the situation. If things don’t improve, we may have to refer the case to Bradford Council. This could lead to a fine or legal action if the lateness continues.  More information on this can be found here: https://www.bradford.gov.uk/education-and-skills/school-support-services/warning-and-penalty-notices/ or by scanning this QR code. 


Yours sincerely,





<School Contact>
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