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[bookmark: Text1][Print on School Letterhead - remove this text, adjust top margin as needed using this field]

APPENDIX C1

LETTER OF CONCERN

[Today's Date]

Dear Parent/Guardian:

[bookmark: Text2]RE: [Student Name]
[bookmark: Text3]D.O.B: [Student Date of Birth]

District School Board Ontario North East recognizes that sometimes situations come up where parents have difficulty getting their children to attend regularly and/or arrive on time.  This may be due to peer situations, learning issues, personal challenges, family crisis or a variety of other issues.  We also know that when children miss school time due to arriving late or being absent, they can develop gaps in their education.  Additionally, this can make them feel disconnected from their friends and make school an uncomfortable place to be.

[bookmark: Text4]I would like to let you know we have someone who helps with attendance concerns.  Her name is [Name of Regional Attendance Counsellor] and her role is Attendance Counsellor for Kindergarten to Grade 12.  

[bookmark: Text5]Whatever the reason for your child’s absences/late arrivals, [Abbreviated AC Name (ex. "Mrs. Clark")] is available to work with you and your child to encourage them to be a regular, on-time attender.  
You can reach her in the following ways:
· [bookmark: Text7][List alternate contact methods]
· [bookmark: Text8]     
· [bookmark: Text9]     

Please know that over the course of the next few weeks, [Abbreviated AC Name (ex. "Mrs. Clark")] will be monitoring your child’s attendance. If there isn’t positive change, she will be reaching out to you and/or your child. 

Student’s Current Attendance Summary:
	
	SEPT
	OCT
	NOV
	DEC
	JAN
	
	Total Absences :
	[bookmark: Text38]     

	Morning
	[bookmark: Text10]     
	[bookmark: Text11]     
	[bookmark: Text12]     
	[bookmark: Text13]     
	[bookmark: Text14]     
	
	

	Afternoon
	[bookmark: Text15]     
	[bookmark: Text16]     
	[bookmark: Text17]     
	[bookmark: Text18]     
	[bookmark: Text19]     
	
	

	Lates
	[bookmark: Text20]     
	[bookmark: Text21]     
	[bookmark: Text22]     
	[bookmark: Text23]     
	[bookmark: Text24]     
	
	

	
	
	

	
	FEB
	MAR
	APR
	MAY
	
	
	Total Lates :
	[bookmark: Text37]     

	Morning
	[bookmark: Text25]     
	[bookmark: Text26]     
	[bookmark: Text27]     
	[bookmark: Text28]     
	
	
	

	Afternoon
	[bookmark: Text29]     
	[bookmark: Text30]     
	[bookmark: Text31]     
	[bookmark: Text32]     
	
	
	

	Lates
	[bookmark: Text33]     
	[bookmark: Text34]     
	[bookmark: Text35]     
	[bookmark: Text36]     
	
	
	



Sincerely,


[bookmark: Text6][Principal Name]
Principal

Cc:  Attendance Counsellor
       Supervisory Officer
