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2 days absence letter 

 
 
Date 
Name 
Address 

 
 
Dear 

 
 

 
 
I am writing to you to discuss NAME's attendance at Temple Moor High School.  

 
 
NAME now has two unauthorised days of absence this term, the absences have been unauthorised due to one of 
the following reasons; 
 

• Due to historical poor attendance you are required to provide 'Proof of Illness' for all absences and this 
has not been received 

 

• You have not contacted the attendance team to report the absence. Please know, it is your responsibility 
to inform the school each day your child will be absent, preferably before 8am 

 

• We are awaiting medical evidence from you to authorise the absence. 
 

• The reason provided is deemed 'unauthorised' by the attendance team. (ie, ‘poorly, upset stomach, 
feeling sick, headache) 
 

 
 
At Temple Moor we believe that strong attendance and punctuality are key foundations to success, please 
remember, that it is your responsibility as parents/carers to ensure your child is attending school regularly.  
 
 
We hope that this letter opens communication between yourself and the attendance team so that we can support 
you in providing detailed information / medical evidence to authorise the absences or discuss ways to support 
NAME and the family if there are any alternative barriers to HIM/HER attending school.  
 
For further guidance and information, please refer to the Red Kite Trust attendance policy 
https://tmhs.co.uk/school-life/attendance/ 
 
 
 
 
Please contact the attendance team anytime in order to discuss these unauthorised absences – 
tmhsattendance@tmhs.rklt.co.uk  
 
 
Yours sincerely 
 
 
 
Mrs H Gibson and Mrs M Constantine 
Attendance Lead 

 
 

https://tmhs.co.uk/school-life/attendance/
mailto:tmhsattendance@tmhs.rklt.co.uk


 

 

                                                                                                                                          Appendix 1b 

5 days/2 periods of absence in a half term absence letter 
Date 
Name 
Address 

 
 
Dear 

 
 
‹NAME» < Current Attendance» Authorised / Unauthorised 

 
 
I am writing to inform you that <NAME> has been absent from school for 5 school days throughout the year. 
 
10 days absent over the year leaves students with the minimum expectation of 95%, the attendance team want to 
support you to ensure that NAME does not fall under this threshold and risk becoming a persistent absentee.  
 
After 5 days of absence/2 periods in a half term, we will always ask for parents/carers to provide medical evidence 
for student’s absence to be authorised however each student's absence is reviewed on a case-by-case basis. If a 
student gets a virus that does not require any prescription medication or a visit to the GP, but previous absences 
have had medical evidence, this supports us in authorising the absence. For students that have had multiple 
absences without any medical evidence, we will not authorise any further days off unless prescription medication 
is provided. 
 
If you are uncertain about your child’s authorised/ unauthorised absences please refer to Arbor, the school 
attendance policy or contact the attendance team 
 
www.arbor.co.uk  
https://tmhs.co.uk/school-life/attendance/ 
tmhsattendance@tmhs.rklt.co.uk  
 
 
Whilst this letter is very much intended to initiate collaboration and support with a focus on improving NAME'S 
attendance, I must also highlight that further absences that are unauthorised could lead to legal action under 
Section 444 of the Education Act, 1996. 
 
Regular attendance at school is vital in order for your child to achieve their potential; evidence supports the fact 
that those pupils that attend regularly are more are likely to achieve their target grades in their GCSE exams. 
 
Please Contact our Attendance team tmhsattendance@tmhs.rklt.co.uk if you would like a follow up meeting or 
phone call to discuss NAME's absence further. As always in these matters, we are looking for your support, and to 
support you, in ensuring that your child attends school regularly and achieves their potential. 
 
 
 
Yours sincerely 
Mrs H Britton 
Senior Assistant Principal brittonh@tmhs.rklt.co.uk 

 

http://www.arbor.co.uk/
https://tmhs.co.uk/school-life/attendance/
mailto:tmhsattendance@tmhs.rklt.co.uk
mailto:tmhsattendance@tmhs.rklt.co.uk
mailto:brittonh@tmhs.rklt.co.uk


 

 

 
 
 
 
 

Appendix 1c 
Fast Track letter 1 

Date  

Parent/Guardian Name  

Address  

  

Dear Parent/Guardian Name  

  

Re: Student Name DOB: ______         

  

As the Pastoral Engagement Lead at Temple Moor, part of my role is to improve attendance 

and punctuality. I monitor pupil’s attendance regularly and follow up on any frequent or 

unauthorised absences. We would like your support to improve your son/daughter’s levels of 

attendance from last term so we have identified them to be part of the local authority ‘Fast 

Track Initiative’.  

  

Your child has been identified due to their attendance from the previous term. I have enclosed 

a copy of their registration certificate for your information.  

  

As a result of these concerns, NAME’s attendance will be monitored for 12 weeks – Period of 

Time. During this time school will only authorise absences if medical verification is provided. 

If NAME’s attendance shows little or no improvement

This programme is to help support and prevent your child’s attendance from 

deteriorating again.  

mailto:constantinem@tmhs.rklt.co.uk
mailto:constantinem@tmhs.rklt.co.uk


 

 

Appendix 1c 
Fast Track letter 2 

  
  
  

 

mailto:constantinem@tmhs.rklt.co.uk
mailto:constantinem@tmhs.rklt.co.uk


 

 

 

 



 

 

Appendix 1d 

  
  

 

https://www.tmhs.co.uk/school-life/attendance/
mailto:tmhsattendance@rklt.co.uk
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RECORD OF A MEETING WITH PARENT(S) 
 

Status of Meeting: Legal casework – Review meeting 

  

Name of Pupil:  D.O.B.:  

   

Address:  

  

  

School: Temple Moor High School 

  

Date:  

  

Present:  

  

Apologies:  

  

Summary of discussion: 
 
What were the barriers identified in the SAP meeting? 
 
 
 
Have these improved – Yes or no?  
 
 
 
If not, why not? 
 
 
 
Targets for the next monitoring period are - 
 
 
 
Explanation of the next steps if these targets are not met -  
 
 
 
 

Agencies involved: Names/Dates 

  

  

Siblings:  School: Temple Moor High School  

  

Attendance certificate attached  

RECOMMENDATIONS:    ACTION BY: 



 

 

1. Four weeks of full attendance, any time off to be 
backed up by medical evidence, prescribed 
medication or a note from the doctor. 
 

 

 

 

 

Family 

2. Be on time for school, the school gates close at 
8.20am for an 8.25am start. 
 

 

 

 

Family 

3. Speak to the attendance team regarding any 
barriers to attending school on a daily basis 
 

 

 

 

 

Student  

4. Parent to contact the school if they require any 
further support from the school  
 

 

 

 

 

Family  

5. Reasonable adjustments? 
 
 
 
 
 
 

 

  
Signature 
 
TMHS staff member 
Name  
Title 
Date 
 

 

 

 
Signature/s 
 
Parent name 
Student name 
Date 

 



 

 

RECORD OF A MEETING WITH PARENT(S) 
 

Status of Meeting: Legal Casework - School Attendance Panel  

  

Name of Pupil:  D.O.B.:  

   

Address:  

  

  

School: Temple Moor High School 

  

Date:  

  

Present:  

  

  

Apologies:  

  

  

Summary of discussion: 
 
Current students' attendance - % 
Previous students' attendance - % 
 
Improvement, changes? Why? 
 
 
 
Are there any patterns? Certain days, mornings, afternoons etc? 
 
 
 
What are the barriers for punctuality or attending school? 
 
 
 
Have home visits taken place? 
 
 
Do you feel you need support? 
 
ELSA/ESNA? 
 
Parenting course? 
 
 
Explanation of the next steps -  
 
 



 

 

 
> Penalty Warning Notice discussed - £60 per parent per child for any further unauthorised absences 
within the 4-week monitoring period. 
 
 

Agencies involved: Names/Dates 

  

  

  

Siblings:  School: Temple Moor High School  

  

Attendance certificate attached  

  

RECOMMENDATIONS:    ACTION BY: 

1. Four weeks of full attendance, any time off to be 
backed up by medical evidence, prescribed 
medication or a note from the doctor. 
 

 

 

 

 

Family 

2. Be on time for school, the school gates close at 
8.20am for an 8.25am start. 
 

 

 

 

Family 

3. Speak to the attendance team regarding any 
barriers to attending school on a daily basis 
 

 

 

 

 

Student  

4. Parent to contact the school if they require any 
further support from the school  
 

 

 

 

 

Family  

5. Reasonable adjustments? 
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https://www.mindmate.org.uk/im-a-professional/leeds-mindmate-single-point-access/
https://www.mindmate.org.uk/im-a-professional/leeds-mindmate-single-point-access/
https://www.mindmate.org.uk/im-a-professional/leeds-mindmate-single-point-access/
https://www.lslcs.org.uk/services/connect-helpline/teen-connect/


 

 

• 

• 

• 

• 

• 

 

 

• 

• 
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• 

 

https://www.themarketplaceleeds.org.uk/
https://www.kooth.com/
https://www.childline.org.uk/
https://giveusashout.org/
https://www.lslcs.org.uk/services/safe-zone/


 

 

 

 

 

 

 

 

 

 

 

 


