
Attendance Awareness Notification 

Dear [Parent/Guardian's Name], 

We hope this message finds you well. We are reaching out to discuss your child, [Student's 

Name], and their current attendance record at [School's Name]. 

It has come to our attention that [Student's Name] has missed [number of days] school days this 

[month/term/semester]. Regular attendance is crucial for their academic success and overall 

development. 

We understand that there may be various reasons for these absences. If you are experiencing 

challenges that affect your child's attendance, please do not hesitate to reach out to us. We are 

here to support you and your child. 

To improve attendance, we recommend the following steps: 

• Develop a consistent morning routine. 

• Ensure that your child gets enough rest. 

• Review and discuss any difficulties your child may be experiencing at school. 

Please feel free to contact us at [School's Contact Information] if you would like to discuss this 

matter further or if you need assistance. 

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

succeed. 

Sincerely, 

[Your Name] 

[Your Title] 

[School's Name] 

[Contact Information] 


