Dear [name of head teacher],
Health Protection (Local Authority Powers) Regulations 2010 

Regulation 3 – Requirement to provide contact details of children attending school

I write to confirm our conversation concerning the contact details of children attending [name of school, class etc].

I have enclosed the statutory notice which provides details of, and the reasons for, this requirement. Please read the statutory notice carefully as you may commit an offence if you fail to comply with its requirements.  Please be aware that this notice places you under a legal duty to disclose this information and is therefore exempt from the non-disclosure principles of the Data Protection Act.

If you have any questions, the details of the person to contact can be found on the statutory notice. In the meantime, thank you for your co-operation. 

Yours sincerely,
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