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Date

<Parent/Carer Name>
<Address Line>
<Town>

<County>

<Postcode>

Dear <Parent/Carer Name>
Re: Attendance of: FORENAME SURNAME DOB: XXXX

Unfortunately, <<forename>>’s attendance has continued to decline. We recognise that this could be due to
a variety of reasons and are keen to continue to offer our support and to identify how these barriers are
affecting <<forename>>’s attendance. We would like to consider what support can be put in place to help
improve the situation.

As per our attendance policy, we would like to invite you to a meeting to review the Attendance Contract
that was agreed on xxx, where any new barriers to attendance can be discussed and support offered.

We would be grateful if you could attend a meeting with us:
Date: XXX Time: XXX

Should this be inconvenient, please let us know and we can re-arrange. This meeting can take place in person,
or online if you would prefer.

We look forward to meeting with you to discuss any concerns you may have so we can continue to support
your child in making good progress and | hope that you will work with us to improve «forename»’s
attendance. If you have any queries please do not hesitate to contact me.

Yours sincerely

Vanessa Popplewell
Attendance Officer

|
-
Rnie SSAT
“l'. [ EDUCATIONAL

.E .l:l, | OuTCOMES |
o Il. #4 AWARDS 2019 |

Our sehool has @

TEACHER

Ambassador

\ oy, Artsmark %
o 00, sm R

?;dl ;?n;]al &k Platinum Award fste
) hing d Awarcec by Arts Outstanding

School W Courcl England

A -
E ¥ ™Y, INVESTORS s S
£A §_J IN PEOPLE

[

20142015

Eco-Schools
Oubacbon 30233526

Cambourne Village College is part of The Cam Academy Trust, a charitable company limited by guarantee and registered in England and Wales with
company number 0749 1945. The registered office is at Comberton Village College, West Street, Comberton, Cambridgeshire, CB23 7DU
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