
Dear [Parent/Guardian's Name], 

I hope this message finds you well. I am writing to discuss an important matter regarding your 

child's attendance at [School Name]. We have noticed that [Student's Name] has been 

experiencing some challenges in maintaining regular attendance, which can significantly impact 

their academic performance and overall school experience. 

Attendance Overview 

As per our records, [Student's Name] has missed [number of days] days of school in the past 

[time frame]. Consistent attendance is vital for student success, and we want to ensure that 

[Student's Name] has the support needed to improve. 

Proposed Strategies 

To assist [Student's Name], we propose the following strategies: 

• Regular check-ins with a dedicated staff member. 

• Implementation of a rewards system for improved attendance. 

• Organizing engaging activities to promote school involvement. 

• Offering counseling services for any underlying issues affecting attendance. 

Next Steps 

We would like to schedule a meeting with you to discuss these strategies further and tailor a plan 

that best supports [Student's Name]. Please contact our office at [Phone Number] or [Email 

Address] to arrange a suitable time. 

Thank you for your attention to this important matter. Together, we can help [Student's Name] 

achieve their full potential. 

Sincerely, 

[Your Name] 

[Your Position] 

[School Name] 

[Contact Information] 


