
[bookmark: _Toc469055296]20-day reminder letter

SCHOOL HEADED PAPER AND LOGO

To be sent to each parent/carer (wherever possible) via post/email and parentmail


(Parent’s name 
and 
last known address)                                                                                                       Date


Dear (Parent Name)

Reference: Child(ren’s) Name(s) and date(s) of birth

I am writing to inform you that (name) will be deleted from our Admissions register under 
Section 8 of the Education (Pupil Registration) (England) Regulations 2006 as amended, should they fail to return to school by the time that registration ends on ((20 school days from the date of this letter, or if sending in advance with request refusal letter then 20 school days from first date of the unauthorised absence))

The school is permitted to take this action under regulation 8(1)(h) – a pupil has been continually absent from the school for 20 school days  

Ground H
Where a pupil has been continuously absent from the school for a period of 20 school days or more and:

•   at no point has the absence been authorised by the school (under regulation 6(2),
•	the school does not have reasonable grounds to believe that the pupil is unable to attend because of sickness or an unavoidable cause, and
•	the school and the local authority have jointly made reasonable efforts to find out the pupil’s location, but they have not succeeded.

In line with our safeguarding procedures, all details will be sent to the Children Missing Education Tracking Officer at Peterborough City Council for further investigation.

Should you return to Peterborough you will need to make a formal application to Peterborough City Council, School Admissions for another school place for <child’s name>.

If you disagree with the above action or wish to discuss, please do not hesitate to contact us as a matter of urgency.

Yours sincerely

Headteacher
Copy to: Attendance Officer

