[School Name]
[School Address]
[City, State ZIP Code]

[Date]

[Parent/Guardian Name]
[Parent/Guardian Address]
[City, State ZIP Code]

[Parent/Guardian Name]
We are writing to let you know that we show, [Student’s Name] has missed school on these dates:
 [List of dates]. 
We are working hard to ensure [Student’s Name] can learn and grow by being at school regularly. We understand there might be good reasons for these absences. You can help [Student’s Name] come to school regularly by:
· Communicate with your child’s teacher, the front office or the school counselor, about any concerns.
· Talk with [Student’s Name] about the importance of school and attendance.
· Prepare for school the night before, ensuring homework is done and your child gets enough rest.
Please call the school office at [School Phone Number] or email us at [School Email Address] so we can talk about how to help. We look forward to seeing [Student’s Name] at school.
Thank you for your help.
Sincerely,

[Principal’s Name]
[Principal’s Title]
[School Title]
