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[Date]

Dear [parent/carer name]

Following your conversation with [name, title], this letter is written confirmation in relation to the same- day response that was issued to [student name] following an incident that occurred at school [today/yesterday].

A same-day response is an immediate safety measure used when an incident impacts the health, safety or wellbeing of your child, other students, staff or the school community. Please refer to the attached Information for parents and carers for further details about the same-day response.

Details of the same-day response
· Reason: [Insert a brief description of the grounds for the same-day response, e.g. significant breach of school policy, risk to self or others].
· Duration: [Remainder of the day only/Remainder of the day and the next school day – maximum period: up to two school days].

Next steps
· This absence will be recorded as an approved absence.
· [Insert nominated staff member name] will meet you and your child on your child’s return to school to review the situation and to update any relevant plans (e.g. Student Regulation and De- escalation Plan or Student Behaviour Support Plan).

If you have any questions or require support, please contact:
· School contact: [Insert name and contact details].

Thank you for your cooperation in ensuring the safety and wellbeing of all members of our school community.

Yours sincerely




[Principal or delegate]
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