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Sample Informational Letter Template
Beginning: Introduce what this letter will be about.

Middle: Provide the actual information.

End: Close with a thank you.

Sample Informational Letter:

Letter to Parents of Students With Multiple Discipline Referrals

Dear Parents,

As we end the year, we have several activities planned for our students, but we want to remind 

all our students that these are privileges. With that in mind, we pulled a report to show students 

who have accumulated three or more office referrals this school year, and your child’s name was 

on this report. We want to maximize the time your child spends in class, so we will be implement-

ing alternative discipline measures for any future discipline code violations after spring break.

Beginning Monday, April 15, if your child is written up for an infraction that would typically 

result in an in-school suspension, your child instead will lose one of the following privileges, 

depending on his or her grade level.

Sixth Grade Seventh Grade Eighth Grade

Intramurals Intramurals Intramurals

Olympics Olympics Olympics

Yearbook Signing Party Yearbook Signing Party Yearbook Signing Party

End-of-Year Celebration End-of-Year Celebration Eighth-Grade Dance

Orlando Trip (Music Students)

If your child violates a discipline code that would result in out-of-school suspension, then he or 

she will still receive the out-of-school suspension in addition to losing one of the privileges.

We met with your child this week, and he or she has been made aware of future consequences 

for any referrals received after spring break.

Hopefully, this will help motivate your child and deter him or her from violating our discipline poli-

cies and codes during the last six weeks of school as we know many students want to participate in 

the year-end activities.

As always, we appreciate your support.
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Sample Informational Letter:

Welcome Back Letter to Parents After Summer

Dear Parents,

Hopefully everyone is enjoying the summer and staying cool in this heat! Yes, this yearly sum-

mer letter does mean the opening of school is not too far away. I wanted to thank all of you for a 

wonderful school year. We had some great accomplishments!

As many of you are aware, one of our strategic plan goals for the upcoming school year 

was to increase the percentage of students who score in the exceeding category on the state 

assessments. The increase was achieved in sixth-grade social studies, mathematics, and science; 

seventh-grade social studies, science, and language arts; and eighth-grade social studies and writ-

ing. I have attached our test scores for the past three years for your review with this letter.

In addition to our test scores, following are just a few of the successes from this past school year.

• Established our vision and mission

• Implemented common assessments to ensure all students are assessed the same

• Implemented ways to celebrate and honor students, including a weekly newsletter and 

eighth-grade ceremony

• Syllabus outlining consistent practices throughout each content area

• Redesigned our website

• Restructured teaching assignments, teams, and classrooms

As we start this school year, we value your feedback. Please take a few minutes to answer two 

questions: (1) What did we do well? and (2) What do we need to work on? Thank you in advance 

for your input! We look forward to another great school year!
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