Dear [Parent(s) Name],
I’m writing regarding [Child’s Name, DOB] whose attendance currently stands at **% this academic year.
Since [Date], you’ve reported [Number] sessions of illness-related absences, which have been recorded as authorised (Code I).
In line with Working Together to Improve School Attendance (2024), schools may request reasonable medical evidence to ensure absences are accurately recorded. To help us better understand [Child’s Name]’s medical needs, we kindly ask that you provide such evidence for any future illness-related absences.
Examples of acceptable evidence include:
· GP headed letter, signed and dated by [Child’s Name] GP confirming the presence of the reported illness.
· Paediatric report dated and signed relating to the reported illness.
· Appointment card from a GP or healthcare provider indicating the child’s appointment date.
· Text message from the healthcare provider confirming appointment time(s).
· Prescription from a registered healthcare provider which is in relation to the illness reported.
· Written evidence of healthcare provider referrals made in the child’s name and in relation to the reported illness.
· Where a parent cannot provide evidence in the form requested but can provide other evidence, schools should take this into account. Where a parent cannot provide any written evidence the school should have a conversation with the parent and pupil, if appropriate, which may in itself serve as the necessary evidence to record the absence. (WTTISA, 2024).
If you have other forms of evidence, or none, please contact the school office to discuss options. A conversation may also serve as sufficient evidence. The above is not an exhaustive list and other forms of evidence can be discussed with the school.
If further absences occur without evidence, they may be marked as unauthorised (Code O), which could lead to interventions such as Attendance Meetings, a Notice to Improve, or a Fixed Penalty Notice. [School Name] works closely with Gloucestershire County Council’s Education Inclusion Service in such cases.
Please provide evidence by [Insert Date]. If unauthorised absences reach 10 sessions in 10 weeks, [Headteacher’s Name] may request a Notice to Improve, in line with the council’s attendance policy.
You can email electronic copies securely to [School Email Address]. We’re happy to meet and discuss this further—please contact the office to arrange.
We look forward to working with you to support [Child’s Name]’s attendance.
Yours sincerely,
[Your Name]

