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 Dear Parent Name,
 
[bookmark: _Hlk217035976] RE: School Attendance Improvement Plan
 IN RESPECT OF: CHILDS NAME, DOB: YEAR, SCHOOL

You were invited to me with me today to discuss concerns around CHILDS NAME attendance and/or punctuality at SCHOOL NAME, unfortunately, you did not attend the meeting. In your absence, a School Attendance Improvement Plan has been initiated, a copy of which is attached for your records. Please read through the plan together with CHILDS NAME so you are aware of the actions and/or support put in place to help ensure CHILDS NAME attendance and/or punctuality.  

The School Attendance Improvement Plan will commence on DAY **/**/** and will run until DAY **/**/**. In addition to this, you will shortly be in receipt of a Notice to Improve letter from the Local Authority confirming dates of a monitoring period, which will run alongside the School Attendance Improvement Plan. It is important CHILDS NAME attends school every day and on time, any unauthorised lates or absences from this point could result in further action from the Local Authority. 

I must advise you, as a parent, you have a legal responsibility to ensure your child attends school regularly and on time, this is outlined in the Education Act 1996. If your child fails to attend school regularly you may be guilty of a criminal offence and this could result in a prosecution.

I really hope CHILDS NAME attendance and/or punctuality improves now that we are at this stage, if you have any questions, then please let me know.

I will review this plan at a meeting with you on DAY & DATE at SCHOOL at TIME. 

Yours sincerely



Name
Email: 
Tele:


