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SUBJECT:  TARDY NOTIFICATION TO PARENT
Dear Parent:

Your student has been tardy to the class I teach four times this term.  Students are allowed five minutes of passing time between classes and this should be sufficient time to walk from class to class.  Frequent late arrivals distract the class presentation.  Also, I am concerned about your student falling behind in class work.

Tardiness becomes a part of a student’s permanent record.  This record of promptness is also of interest to prospective employers, since promptness is one sign of a responsible employee.  I would like your help getting your student to class on time.  Please speak about the importance of good work habits, especially punctuality, in school and the work place.

Should your student be late for my class for the sixth time, school policy requires that he/she meet with an associate principal and a one-day in-school suspension will be assigned.  After the seventh tardy, a parent conference will be arranged, time and place to be determined at the discretion of the administrator.  After the eighth tardy, a one-day out-of-school suspension will be given after which a parent/guardian will return the student to school for another meeting with an administrator.

If you have any questions about this or any other concerns about my class, please telephone me at 365-9500.  I will return your call if I am unavailable at the time.

Sincerely,
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