Monday, August 18, 2025


Parent Name
Parent Address


Dear ___________: (Parent/Guardian Name)

Re: Student Absences for ________(student name) _______(DOB)

We’re missing___________’s presence in our school. Attendance is an essential component to a student’s academic and social success. Often, the number of days that students are absent accumulate without parents realizing how many days have been missed. Every day counts.

This letter is to inform you that ________ has accumulated _____ absences since the beginning of the school year.

At this time, I need to advise that I am also forwarding a copy of this letter to our attendance officer, Lisa Palko.  

I look forward to working with you to improve _________’s attendance. Please contact me at ________(your email here) or give our school a call  at 780-###-#### if there is any way that we can assist and offer support in ensuring_________  begins to attend school daily. 

Thank you in advance for your support and cooperation.

Sincerely,

___________, Principal

Cc: Lisa Palko, Attendance Officer
