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Palliser Regional Schools

Palliser Centre

#101, 3305 - 18 Avenue North, Lethbridge, AB  T1H 5S1

Phone: (403) 328-4111   Fax: (403) 380-6890


DATE: 

Name Name
Address
Address
Dear Sir/Madam:
Re:
Student Name/Date of Birth
This letter is intended to convey our urgent concerns over the attendance issues with your child, Name/Name. The student has missed classes on a regular basis throughout the current school year, as documented in the attached attendance record. Many of these absences are ‘unexcused’, meaning that the school has not been notified by parent/guardian of the legitimacy of the absence. 
In an effort to engage the student and to provide support to you, the parent/guardian, the school and staff have made available some of the following supports: (*Edit as applicable to your school’s situation.)
· Counseling services;

· Special accommodation for transportation or early arrival times;

· Meals provided;

· Agency supports (FSCD, Mental Health)

These subsequent steps have been taken to remediate the situation:

1. Phone calls directly to the home (Synrevoice) for each absence;

2. Phone calls directly to the home (personal);

3. Initial letter of concern, including attendance record.

4. Additional phone calls to the home (personal).

5. Final letter prior to contact with the Attendance Board.

We wish to emphasize that these absences are having a definite impact on the student’s learning. At this point, name/name is significantly behind in all subject areas and his/her overall achievement is at risk. 
In order to best support your child’s learning, school administrators are open to discussing this matter further with you in a face-to-face meeting. However, the school has a responsibility to report continuing absenteeism and accordingly, we are now looking at utilizing a referral to the Attendance Board. 
In accordance with the School Act for the Province of Alberta, a student shall conduct himself or herself so as to reasonably comply with the following code of conduct:

Students 

12 
A student shall conduct himself or herself so as to reasonably comply with the following code of conduct: 

(a) be diligent in pursuing the student’s studies; 

(b) attend school regularly and punctually; 

(c) co-operate fully with everyone authorized by the board to provide education programs and other services; 

(d) comply with the rules of the school; 

(e) account to the student’s teachers for the student’s conduct; 

(f) respect the rights of others. 

1988 cS-3.1 s7

We thank you for your support in our endeavour to provide an appropriate learning environment for name/name.
If you have any questions, please contact me at the school.

Sincerely,

Principal, XYZ School
Encl. 
cc.
Superintendent, Palliser Regional Schools

File

