
Appeal for Disciplinary Action 

Date: [Insert Date] 

To: [Insert Name of the Principal/Disciplinary Committee] 

School: [Insert School Name] 

Address: [Insert School Address] 

Dear [Insert Name], 

I am writing to formally appeal the disciplinary action taken against me regarding my attendance 

record. I understand the importance of attendance and the impact it has on my academic 

performance and the overall school community. 

On [Insert Date of Disciplinary Action], I received a notification about the disciplinary 

consequences due to my attendance issues. I acknowledge the concern raised; however, I would 

like to provide context regarding my situation. 

Over the past [Insert Time Period], I have encountered [briefly explain circumstances, such as 

illness, family issues, or other relevant factors]. These circumstances were beyond my control 

and impacted my ability to attend school consistently. 

I assure you that I am committed to improving my attendance and have taken steps to ensure that 

I am present in class moving forward. I have [mention any actions taken, like consulting a 

doctor, arranging transportation, or seeking counseling]. 

I kindly request that you reconsider the severity of the disciplinary action imposed on me, taking 

into account the challenges I have faced. I am willing to discuss this matter further and work 

towards a resolution that supports my educational goals. 

Thank you for considering my appeal. I hope to have the opportunity to speak with you soon. 

Sincerely, 

[Your Name] 

[Your Student ID] 

[Your Contact Information] 


