
Procedure for Updating Private School 

Student Health Records 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Procedure for Updating Student Health Records 

Dear [Recipient's Name], 

As part of our ongoing commitment to ensuring the health and well-being of our students, it is 

essential to maintain accurate and up-to-date health records. This letter outlines the procedure for 

updating student health records at [School Name]. 

Steps to Update Health Records: 

1. Gather Required Information: Ensure that you have the latest health information from 

parents or guardians, including any new medications, allergies, or medical conditions. 

2. Complete the Health Record Form: Parents/guardians must fill out the health record 

update form available in the school office or online at [insert link]. 

3. Submit the Update: Once the form is completed, parents/guardians should submit it to 

the school nurse or designated health staff by [insert deadline]. 

4. Review and Verify: The school nurse will review the submitted forms and verify the 

information with parents/guardians as necessary. 

5. Update Records: Upon verification, the updated health information will be entered into 

the student's health records in our database. 

6. Notify Relevant Staff: Inform classroom teachers and staff members of any significant 

health updates. 

If you have any questions or need further assistance, please do not hesitate to contact the school 

nurse at [insert contact information]. 

Thank you for your cooperation in keeping our student health records accurate and up to date. 

Sincerely, 

[Your Name] 

[Your Position] 

[School Name] 



[Contact Information] 


