[SCHOOL NAME]
[School address line]   ·   [Office phone]   ·   [Office contact email]

[Letter date]
ABSENCE NOTIFICATION
Attendance review for «Student Name», «Grade Level»
Dear «Parent Name»,
We are writing to share the attendance record for «Student Name» covering «Attendance Period». Our records show «Absence Count» recorded absences in this period.
Steady attendance matters more than any single lesson: classwork builds day on day, and friendships do too. We also know that family circumstances differ, and this letter is an offer of support, not a judgment.
ATTENDANCE SUMMARY
	Student
	«Student Name»

	Grade level
	«Grade Level»

	Period reviewed
	«Attendance Period»

	Recorded absences
	«Absence Count»



	We would like to talk it through.
Time is reserved for you on «Meeting Date» at «Meeting Time» to discuss how we can support «Student Name» together. If that time does not suit your family, contact us at [Office contact email] or [Office phone] and we will happily find another.



If our records differ from yours, or if there is anything you would like us to know beforehand, please reach out. Thank you for being our partner in «Student Name»'s education.
Sincerely,

[Principal name]
Principal, [School name]
This letter is provided for general information. School attendance requirements vary by country and region; please review any formal obligations with a qualified professional.




