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SCHOOL PLANNING & IMPROVMENT
EDUCATION, PEOPLE AND BUSINESS 
East Dunbartonshire Council
Kirkintilloch Campus
50 Southbank Road
Kirkintilloch
G66 1NH


Insert Name and Address
Of School



Our Ref: 
If phoning or calling, ask for: 
Tel: 0141 578 
E-mail: @eastdunbarton.gov.uk



Date: 

Dear 

Insert School Name	recognises that education brings a wide range of benefits to children. Good attendance is key to educational success, helping children build and maintain good relationships with their peers and staff, and to develop to their full potential.
You may not be aware that as the attached print out shows, your child’s attendance for this school year so far is Insert percentage%. If it remains the same, over the course of a school year, this means they would miss approximately Insert number of days days of school. 
I am therefore writing to share my concerns about insert pupil’s name’s attendance. We would like to arrange to talk/meet* with you so that we can work together to help improve insert pupil’s name’s attendance. 
Please contact the school either by email (insert office email) or telephone (insert school telephone number) to arrange a convenient time to meet with/talk to* insert HT, DHT or PT’s name as appropriate.

Yours sincerely, 


Head Teacher

Enc/…
	J and K - Late 
	D - Absence 
	I - In service

	P - Permission      
	H - Holiday
	



*Delete as appropriate
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