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Insert Name and Address
Of School

Our Ref: attlet3
If phoning or calling, ask for: 
Tel: 0141 578 
E-mail: @eastdunbarton.gov.uk


Date: 

Dear 

I would like to bring your attention to insert pupil’s name's recent attendance as shown on the attached attendance report. Your child’s attendance for this school year so far is now 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. 
While school have been working to improve your child’s attendance, there has not yet been progress. These concerns are now serious and require urgent action.
It is important I remind you of your legal responsibilities. Every parent or guardian of a child of school-age has a duty to ensure that the child receives education suitable to his/her age, aptitude and ability. This duty is fulfilled by the parent or guardian making sure that the child attends school regularly (Education (Scotland) Act 1980, Part II Section 35 (1)(2)).
The Education Authority has a duty to provide adequate and efficient facilities for the education of children of school age and a legal responsibility for ensuring that such children take advantage of this provision.
Following East Dunbartonshire Council guidance, if we are not able to work together to improve the situation urgently, a referral to Children’s Reporter may be necessary. This could result in legal intervention. For more information, please visit Scottish Children’s Reporter Administration: https://www.scra.gov.uk/.
There is still opportunity for us to work together and take steps to improve this situation. 
Please confirm either by email insert office email or telephone insert school telephone number that you have received this letter and to schedule a meeting.
Yours sincerely, 


Head Teacher

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

	P - Permission      
	H - Holiday
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