	LETTER 
OF 

CONCERN
	Logo

	
	Original to Head of Year who will then post:

Original to Parent/Caregiver

Copy to Student file, Head of Year &

Head of House


Student’s Name:…………………………….………….
Homeroom:……..
Date:………...……
Subject:……………………………………………….…
Teacher:………………..……………

Dear Parent/Caregiver
I wish to draw your attention to the issues indicated below which are causing concern.

Your child needs to: 

· Attend class regularly

· Attend class punctually
· Display acceptable behaviour

· Display a more positive attitude to work 
· Follow instructions

· Be prepared for class

· Use the College Diary effectively

· Improve their level of achievement to meet outcome standards/course requirements

· Show an increase in effort and commitment to assessment items

· Complete and submit homework/assignments
Your child’s current performance indicates:

· Levels being achieved are below their capabilities (lower school)
· No grade will be awarded for this subject unless all tasks are completed and submitted (upper school)

Additional comments:…………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………
You are invited to discuss this matter with myself, the Head of Learning Area or the Head of Year.

Please sign the acknowledgment slip and return it within two days to acknowledge that you have received it.  We can be contacted on the College phone ???????  or please make comment if you wish.

Signatures:………………………….…………                      ……………………………………...

                            Teacher                                                               Head of Learning Area

NOTICE OF CONCERN:  ACKNOWLEDGEMENT SLIP
Please tear off and return to:………………..………..…………  
…………………………..…………...





Teacher’s name


Student’s Name

I acknowledge the receipt of the “Letter of Concern”:

Comment:………………………………………………………………………………………………...……...
…………………………………………………………………………………………………………………...
…………………………………………………………………………………...……………………………… 

Parent/Caregiver: ……………………………………………..
Date:………….………………….
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