	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: 

· Grooming:  wear hair tidy; tie hair back; shave; not wear makeup; not wear coloured nail polish 
· Uniform:  wear shirt tucked in; wear dress/ skirt of appropriate length; wear blazer to and from the College, wear College socks
· Jewellery:  wear only approved jewellery
· Punctuality:  display punctuality
· Student Diary: use effectively
· Courtesy and Behaviour:  display courtesy and good behaviour at all times
Additional comments:…………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………
You are invited to discuss this matter with the Head of Year or Head of House.
Please sign the acknowledgment slip and return it within two days to acknowledge that you have received it.  We can be contacted on the school phone ???????? or please make comment if you wish.

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

                            Teacher                                                              Head of House/Head of Year

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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