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Headteacher: Mrs Lindsay Robertson BA (Hons) NPQH
Date: [Insert date]

Dear [Parent/Carer Name],

Re: Attendance Contract Meeting for [Child’s Name]

We are writing to you regarding the attendance contract meeting that was arranged on [date] to
discuss concerns about [Child’s Name]’s school attendance. [Child’s name] attendance is currently
[attendance percentage] which is significantly below the acceptable level.

Unfortunately, you did not attend the meeting as scheduled, and we did not receive any
communication to explain your absence or to request an alternative appointment. The purpose of
this meeting was to work collaboratively with you and offer support to improve your child’s
attendance and engagement with school.

As a school, we have a duty to monitor attendance and to take reasonable steps to support families
where attendance falls below an acceptable level. We have made repeated efforts to engage with
you, including offering this meeting, in order to address concerns at an early stage and to achieve
improvement through working in partnership with you.

In line with our statutory responsibilities, should [Child’s Name]’s attendance continue to be a cause
for concern, the matter may be referred to the Local Authority Attendance Officers. In such
circumstances, the school will be able to evidence that we have taken all reasonable steps to work
with you and that the offer of support, including an attendance contract meeting, was not accepted.

We remain keen to work with you in the best interests of your child and would encourage you to
contact the school as soon as possible to arrange a further meeting. Please be aware, however, that
continued non-engagement may limit the support the school is able to provide without Local
Authority involvement.

If you wish to discuss this matter or arrange a new appointment, please contact Mrs Claire Lonsdale
via the school office on 0191 5491509

Yours sincerely,

Mrs Lindsay Robertson
Headteacher

Willow Wood Community Primary School

Redcar Road, Sunderland, Tyne & Wear SR5 SAU Tel: 0191 549 1509 Email: office@wwprimary.org.uk
www.willowwoodprimary.org.uk
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