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Creating standard letters to merge with Family, Community,

Future/Enrolled/Former Students and Staff. It is intended to provide a

place where all users can create correspondence to merge with any
recipient or group of recipients and save the details with the

Community/Staff/Student Record. Please note whenever copying
any text from another program like Word, always use Paste without

formatting Command (apple) option V, or Control Shift V on Windows.

Correspondence File

Families Students Reminder Note: Actioned
}7  9/15/2010 - Donaldson, Rebecca
- - Follow up with Rebecca re incomplete homework
EA ; Gl
Former
Community Staff Students
=l - Reminder Note: Actioned
& = ﬁn  9/15/2010 - Fiood
Foliow up re overdue nt
Academic Community ? e
= -
oo Groups GroupMembers =
0% @ J
Fundraising Pledges / Pledge
ST Programs Donations Reminders
= | 2N Lﬂ i
@ = =
nrolment mmary
Enquiries =T Correspondence R
) &
Calendar Print Menu | Leave Phone Message | | View all my |
Main Menu THE DENBIGH DEMONSTRATION SCHOOL

100 .uu B9 Browse )

Click on the Development Office button and then the Correspondence
button.



Correspondence Menu

Correspondence (@D}

Letters T eMails
Correspondence Correspondence Custom Letters
List Templates and Labels
Substitution
Table
Correspondence Menu DENBIGH DEMONSTRATION SCHOOL

100 4w 5 Browse

Correspondence Templates button will take you to all the standard
letters/correspondence list.

Creating a letter in the Student's File

© 106374 Leerdam Belinda Belinda Female | 23 Dec 1992 /12 12.3 Blue

*)]student 1D [%)[Sumame %o|FirstName  Second Names %[Known As [%)|Gender [%|ithdate  %)|Year )| TGroup [%)[House
Family Details 1/
© 100744 Leerdam 02 3456 7890 Bernard Leerdam 0414 123 456
Family Code '.] Family Name Home Phone Father Viork Phone Mobile
<~ Property : Emmy Barsdell
map  Steet:|1John St Vether VierkPhone Mot
Suburb/State/PCode : | Sydney NSW 2000
Country :

For the found set of student records For this student
[I_) New letter to Stucent || | 2 Newietierto parems l] [[/ New ltter to Stucent | [2 Newietierto Parents l]
Date Title Signatory Body

100 and F5 Browse

Click on the Correspondence tab.



Creating a letter in the Community File

- s e
Main Back New  view As Find Find Print Letters Groups  Enrolled  Future Former Family Staff
Menu CRESy al Menu Swden's  Students  Students  Details  Details
Community Members |
O |Leerdam Belinda Belinda Miss | Female 23/12/1992 (106374
Surname First Name Second Names Known As Maiden name Title Gender Date of Birth Community ID
Status Personal Details Employment Details

Father Student 02 3456 7890

Mother Phone Home Fax Home Phone Work: Fax Work

NRParent

Cuardan e i Nationali Empi

Pot Parent ne ationality ployer

Staff bleerda@denbighdemo.com.au

Student Email il Occupation

N Catholic Indonesia

e Religion Country of Birth Occupation Group

GroupMember [ peceases

Donor Date of Death Industry
address | Family | staff | Current Students | Future Students | Former Students | Financial Contributions | Groups | Notes & Cos

Academic Notes i Pastoral Notes 1 Registrar Notes 1 Finance Notes i Foundation Notes Correspondence
-
[F=3] To Correspondence Menu [ Newteterwo |12 *
Date Title Salutation Body

Click on the Notes & Correspondence tab and the the Correspondence
tab.

Creating a letter in the Future Students File

Student Current Foemer Family  Community Staff
Students. Details Details Details

© 109257 Johns Jamie Male 1/01/2001 2011 | Registered
'.] Student ID ".‘[Sumame '.“ﬁrstame '.\Semna Names :'.‘]Kncmnks '.‘[Gender '.‘[n.os. '.‘[Ach :'.\]EnYr ';‘[Smms
Family Details Parents / Guardians
© JOHNS02 Johns Anne Johns 9752 0528 0433 555 555 [ ~]
Family Code '.‘] Family Name Home Phone Mother Viork Phone
Property : Email janejones@itmanager.com [ Family eMail
Street : John Johns 0123 456 789
21 Jo‘hns Street Nen Resident Work Phone
Suburb/Sate/PCode : (Cobbitty NSW 2570 ) I
Country : Email (] Family eMail E
- |
Y ion | Future Classes | Notes - Email | Medical information
[F=3) To Corespondence Menu | | ./ New Letter to Found Set of Parents | | .7 New Letter to Parents |
Date Title Salutation Body

Audit History



Click on the Correspondence tab.

Creating a letter in the Staff File

SHormer  Class

Main Back  View As Add Find Print E-mail Move To PGD Foster Classes  Current  Community  Meeting
Menu List New Teachers  Menu Meny Former Staff Staff Cover/Extras Students Details Times
Staff Details
[DEN) ][Denbigh ][3ohn ][ [ |[Head of Middle School ] ©[S00063 ]
[fo[Coce %] Sumame *4)] First Name Second Names Known As [%)] Position *¢)| Community 1D

General Info | Classes | Timetzble | Tutor Group | Absences Extras | Cocurricular | Groups | P

( Correspondence Sent Y Correspondence Received I
[ Newteteromesesiant | | New Letter o tnis statt Membe]
Date Title Salutation Body
of13/12/2010 | [Dear John, [Testing correspondence

©[13/12/2010

[Attendance Reference

[Dear Genevieve,

TESTING
[THIS 1S A TESXT FOR THE LETTER

©[14/10/2010

[Dear Mr and Mrs Jobson

o[2/06/2010 | [Pear Scott
o[2/06/2010 | [Dear Brian
©[2/06/2010 [Unexplained absences [Dear Mr and Mrs Jobson T am writing to bring to your attention the fact that
laccording to our records Alex has been marked as late
ltn crhnnl thraa timac in tha lact fartninht in_hic crhanl
©[24/05/2010  [Excursion to Bathurst [Pear Mr and Mrs Hardy [This is a letter about some things:
one
TWN 444
0|24/05/2010 |Excursion to Bathurst |Dear Mr and Mrs Kaspura [This is a letter about some things:
one
TWN 444

100 .5 Browse

Click on the Correspondence tab.




Creating a letter in the Former Student File

- . . e

Student Future Enrolled Family ~ Community Staff
Accounts  Students Students Details i Details

| Former Student Details |

[101300 _ ][Flood I[ | enny ] [Emily Il Il | [Female ][15/05/1991 ]
[*)] Student I %] Sumame *¢)| Maiden Name %) First Name Second Names  Title )| KnownAs %) Gender [%)|Date of Birth
=————— Contact Details Former Student Details
n:: Mall title [ D Mait rReturmed [2007 ] [ | [JEminent
P Property / Add ID: I Departure Year  Register Number Eminen
Street : 2 ] |
Suburb/Sate/PCode : I 1 Final Academic Yr  Member Type
Country : 2006 ] |
Mobile : ] Home Phone: Cohort Mail Control Reason

E=4 email : |jflood@denbighdemo.com.au
L\
General Info | Notes | Medical | &Di | Academic | Tertiary | CoCi Y Groups mail
o irsms
] ]

[/ New Letter to Family 2 New Letter to Family
[ New Letter to Former Student | [ New Letier o Former stogent |

Date Title Signatory Body

Click on the Correspondence tab.

Creating a letter in the Family File

S i A=

Accounts  Enrolled Future Former  Community Addresses Letters

New Add Print
Menu

i Back Search
Menu List Assistant  Family Parent Students Students Students
— Parent Details —————————
[zHUo1 |[Flood |7 [Father SMr Yi Flood O O Mother =]
%) Family Code %] Family Name Use as addressee | Relationship Title  Given Names Surmame CPC FMRS: ;a"‘:'&dw
ion
Mailing Title :|Mr Y Flood and Mrs Y X Johnson Production 02 1234 5678 0414 123 456 Other
Salutation : [Mr Flood and Mrs Johnson Occupation Viork Phone Mabie B4 Email [ Famiy  Type @
Mother © Mrs  Ying X Johnson W] Mother
< Property ;[ |o[AzHUOL | ionshi Tite  Given Names Sumame @C FMRSE :f”‘ﬁ;egdm
Street : - ion
roap—"—Sireet .,1.‘?°"“ St ST Housewife 0414 123 456 Other
suburb/state/pC: % [Sydney | ™|[nsw]*][2000] Occupation Work Phone Mobile B4 Email [ Family  Type [}
Country
Telephone : |02 3456 7890 Fax :
=4 Email :
Countof [ Future [ Current | Former | Hosted | —
Chiidren: [ 0 0 [ 1 [ o | s

Body jmwmm!m-ul ./ New Letter to this family

[W] Mark Family



Click the Correspondence tab.

Creating a single letter or to a found set.

2104653 | Bardsley | Tiffany Olivia | Tiffany | [Female |[4Mar1998 |7 7.1 |Red
:'.\]Smdeu 0} i'.\IS\mame i’.l]ﬁrst Name  Second Names \’.\| Known As i’.\]Gender :'w]Binhdate {’.\IVear E'vITGroup \';']House
Family Details Parents / Guardians

©/100284 Bardsley 1023456 7890 | [peter Bardsley 11021234 5678 | 0414 123 456 |

Family Code [%)| Famity Name Home Phone Father Work Phone Mobile

<+ Property: Maria Bardsley /1021234 5678 | 0414 123 456 |

map  Steer:|1John St Mother Viork Phane Mobile

Suburb/State/PCode : |Sydney NSW 2000 Update |
Country :
General Info Hosts & Guardians Correspondence Email Transport MCEECDYA Extra School Report Census

|L’§? To Correspondence Menu I

=
> Neweterosucem | |2 Newletter o Parents |] [[/ New letter to Stucent || |2 Newietierto Parents I]

Date Title Signatory Body
It

© 28/06/2012 lained John Denbigh |1 am writing to bring to your attention the fact that g A

according to our records Tiffany has been marked as late to | |

school three times in the last fortnight in her school v @
 (5/05/2012 ||In-compl John Denbigh | Re: Notification of fourth in-school suspension due to -

e — 8
© 27/02/2012 } Unexplained John Denbigh 1 am writing to bring to your attention the fact that i)

according to our records Tiffany has been marked as late to
school three times in the last fortnight in her school -

When creating a letter you can do a search for a particular group of
students/staff/family or community members to send to or to an
individual.



Creating a new Correspondence (Individual)

|— Dateand
Address Type : Residential Address v
*  Addressee : | - v | [[Defautt |
Parent Type : v
Mailing Title : |Miss T O Bardsley §
Property : Type: [v]
Street : [1 John St Template: [ ]
Suburb/Sate/PCode : [Sydney NSW [2000 Subject of Letter: ]
Country : Date : [28/6/2012
Email Addresses : bighdemo.com.au ] Salutation |Dear Tiffany, Informal Salutation ]|
— Body
2. |[<<Your Current Student's Preferred Name>> v
I Choose tag . Place Cursor in body, below . Click Insert
. SknOff: i Choose
3 ign OFF : Yours sincerely ] . [ [¥]
Signatory : John Denbigh
Pesition : |Head of Middle School
Tear Off section (optional)
e S
Print Detail
5. prntveda:priner |7 Prin Layeut : Correspondence Print No letterhead v |

The letter will be blank up until a template is chosen, the address and
date have been added automatically. It will automatically enter your
details in the Signatory Details.

10



Creating a new correspondence (with family)

v 1oy cvy oy oy oy wuy v vy ou

— Date and g
Address Type : Residential Address K 5 o Copy to Non Resident Parent (]|
L pdgressee:[- |+ |[oeau]

Parent Type : v]

Mailing Title : Mr R G Bryan and Mrs S Stavaruk
Property : Type: [ [v]
Street : [1 John St Template: | I ]
Suburb/Sate/PCode : Sydney INSW 2000 Subject of Letter: [
coumty: ] Date : [16/1/2014

Email Addresses : [sstavar@denbighdemo.com.au ] Salutation [Dear Mr Bryan and Mrs Stavaruk @ Informal Salutation ||

= Body
2. |<<Your Current Student's Preferred Name>> v
i. Choose tag il Place Curscr in body, below il Click Insert

—  Signatory Detail
3.  SunOff: Yours sincerely ] Sm [ []
Signatory : [Jane Denbigh @
Pesition : [Head of Middle School ] I:|
— Tear Off section (optional)

4, [<<Your Current Student's Preferred Name>> v

Print Detail
F. pintMedia:Printer || Print Layout : (Correspondence Print No letterhead v ‘

The layout is the same for wherever you press the create a new letter
for an individual. The system will detect what relationships are valid
to the different areas of the database. The letter will be blank up until
a template is chosen, the address (1) and date (2) have been added
automatically. It will automatically enter your details in the Signatory
Details (3). This layout allows the user to change the Salutation (4) to
an Informal Salutation and address type (5).

Date and Addressing Information - Address Type

—— Date and Addressing Information
Address Type : @l Address I v I

Addressee : | Billing Address Y.
Postal Address
Residential Address

Mailing Title :
Property :

Street :
Suburb/Sate/PCode :
Country :

Email Addresses : iascott@denbighdemo.com.au, kscott@denbighdemo.com.au

11



If there is more that one address choose from the drop down list.

Changing the Default Addressee

Date and

piar | e | '-

Maiing Title : § Father - Mr Andrew Scott ( Father )
property : | Mother - Mrs Kathie Scott ( Mother ) Type: }

Street : Template:
Suburb/Sate/PCode : Title

Country : Qato 010
Salutation :Dear Mr and Mrs Scott

Email Addresses : E

If you want to change the addressee for this time choose from the
drop down list, otherwise it will use the default information.

Changing to an Informal Salutation

—— Date and

Address Type : Residential Address M Copy to Non Resident Parent] |

Addressee :

Parent Type : v

Mailing Title : Mr R G Bryanand Mrs S Stavaruk . )
Property : Type: | vi

Street : |1 John St Template: ]

Suburb/Sate/PCode : Sydney | INsw |2000 Subject of Letter: |

Country :

Email Addresses : isstavar@denbighdemo.com.au o™ Informal Salutation

Check the Informal Salutation check box, and the salutation will
change to the informal Salutation, using the parents first names.

Copy to Non-Resident Parent

— Date and

ndress Type : Residential Address y
1 Addressee : | - v i [ Default |
Parent Type : v
Maiing Tte : Mr R G Bryan and Mrs SStavaruk ... ;
Property : Type:
Street : |1 John St Template:
Suburb/Sate/PCode : [Sydney |INsw 2000 Subject of Letter:

Country : Date : i

Email Addresses : isstavar@denbighdemo.com.au

Informal Salutation 54

Check the "Copy to Non Resident Parent" button to create a copy of
the correspondence to go to the Non Resident Parent.

12



Choosing the Type of Letter

— Date and 9
Address Type : Postal Address

Addressee: [- ]V[_]Dﬁt

Mailing Title : Mr A and Mrs K Scott
Property :
Street : |PO Box 234 e : | Absence Letters
Suburb/Sate/PCode : (Sydney | INsw |2000 *{ Academic warning

Country : * £ Enquiry Response Letter

Email Addresses : ascott@denbighdemo.com.au, kscott@denbighdemo.comau ... .} B
— Body High School

i<<Your Current Student's Preferred Name>> v Middle School

1. Choose tag 2. Place Cursor in bedy, below Reference

Registrar - Applications
SMS to Community Member
SMS to Staff

SMS To Student

Suspension Letters
Warning Letters

There are standard letters that have been created for different
purposes. Choose the type of letter that you will be creating

Choosing the Template

‘1 8 Unexplained absences

* i 21 Parental Permission Leave - AP

Choose the actual letter to be sent.

13



Editing the letter

2. Place Cursor in body, below 3. Cick [nsert
[Thank you for your letter advising that Stephanie Scott will be absent from College from (datesofabsence). -

[The College's policy is that permission not be given for such absences. However, we recognise that families make decisions such as this according to their own
fcircumstances.

[The College will therefore record the absence as 'parental permission’. This means that the leave is taken on the parents' approval but not the formal approval of the
[College. The implication of this is that the days are not viewed as approved leave for assessment purposes. Results will be calculated without the benefit of any tests
jwhich may be sat in this period. Assignments due in this period should be completed beforehand or sent in to arrive by the due date.

|Should the absence result in their being insufficient information to determine a grade for units of work, a grading of 'incomplete' will be applied.

[We advise that absences have a negative effect on student achievement and should be avoided as much as possible. A study conducted by the Victorian Department of
Education has concluded that students who are absent for more than 12 days are at risk of not achieving to their potential.

[Thank you again for advising us of your arrangements.

The next step is to add the fields that you would like to appear in the
letter. The example above is a letter sent to parents from the Student
File. Depending where you create the letter, will depend on the fields
that are available. Absences letters are usually sent from the Student
File.

Changing the data in the letter

3. Click Insert
ill be absent from College from et

letter advising th,

<<Your Current Student's Preferred Name>> <<Your Current Student Surname>

[The College's policy is that permission not be given for such absences. However, we recognise that families make decisions such as this according to their own
Icircumstances.

[The College will therefore record the absence as 'parental permission'. This means that the leave is taken on the parents' approval but not the formal approval of the
[College. The implication of this is that the days are not viewed as approved leave for assessment purposes. Results will be calculated without the benefit of any tests
Iwhich may be sat in this period. Assignments due in this period should be completed beforehand or sent in to arrive by the due date.

[Should the absence result in their being insufficient information to determine a grade for units of work, a grading of 'incomplete' will be applied.

[We advise that absences have a negative effect on student achievement and should be avoided as much as possible. A study conducted by the Victorian Department of
Education has concluded that students who are absent for more than 12 days are at risk of not achieving to their potential.

[Thank you again for advising us of your arrangements.

Notice when you click into the body of the letter you will see the fields
(tags) used to create the Student name. Click on the data of absence
as highlight and enter the details required.

14



Adding a Tag in the letter

= Body
2. <<Your Current Student’s Preferred Name>> :v:

I Choose tag il Place Cursor in body, below fil. Click Insert
IThank you for 0ztter advising that <<Your Current Student’s Preferred Name>> <<Your Cune.udent Surname>> will be absent from College from e

IThe College's policy is that permission not be given for such absences. However, we recognise that families make decisions such as this according to their own
circumstances.

IThe College will therefore record the absence as 'parental permission'. This means that the leave is taken on the parents' approval but not the formal approval of the
ICollege. The implication of this is that the days are not viewed as approved leave for assessment purposes. Results will be calculated without the benefit of any tests
Iwhich may be sat in this period. Assignments due in this period should be completed beforehand or sent in to arrive by the due date.

IShould the absence result in their being insufficient information to determine a grade for units of work, a grading of 'incomplete’ will be applied.

To insert a tag (field) in the letter, 1. choose the tag, 2. place your
cursor in the document where it is to be placed. 3. Click "Insert" to
place the field in the document.

Adding the Signature Details

Signatory Detail
Sign Off :
Signatory :

Position :

Your details will be in the Sign Off fields and you can store your
signature in the Staff file to print on you letters.

Storing Signatures in the Staff File

Main Back ViewAs  Add Find Find Pint  Emal MoveTo ‘Former  Class  PGDRoster Classes  Cument  Community Meeting
Menu List New Teachers  Menu Menu Former Staff Staff Cover/Extras Students Details Times
Staff Details
[DENJ _|[Denbigh ][3ohn i i |[Head of Middle School ] »[S00063 ]
';]Code '.] Surname ’.] First Name Second Names Known As ’.] Position :'.‘]Community D
General lnroTOasss T'nmaable TTumr GrowTAbsmos Bm-asTCoQ:rrlwlarTvapsTmeaslonaI TCorrsponda\ce

r School Info 1 Confidential Y Account / Emall Info / Security
Current Staff
___________ Medical / Emergency Info Vehicle Details
- Make of Car Colour Registration Insurer
H : -
B Srith_________[[1234 5678 loyota Prado__ |Siver pBC-123 NRMA @
Medicare No :[123456 789 Fund:MBF | 1 &
Emergency lMa& Phone : 101245 789 |

D

Medical Details : JAllergic to hard work

__________ School / Employment Info Staff Declaration
Employment Date : [1/02/1995 coses:T ] Dedaration

Termination Date : Teach # : (123456

Date [19/11/2003
Previous Employer : [BBC Hardware E‘"P“’g's“ [E]

Employment % :[100% | Ccategory :[Teacher ]
Teaching % : [0%

Police Check: [ [1/06/2007
MCEETYA Check: [5] [15/06/2009

Position: |Head of Middle School

15




Enter staff signatures in this field.

Print, PDF or Email letter

print Mega:Printer Y
Printer

| PDF

Email

Print Layout : Correspondence Print No letterhead ..o i T
cancel | | oK | Print |

Choose to Print, create a PDF file or send an email.

Printing Options

— Detail
Signatory : John Denbig|
Position : Head of Middle School ...}

Cor Print No Add

4. (<< Your Current Student's Preferred Names> 1V} Correspondence Prnt No Letterhead ]
Correspondence Print No Letterhead with Tear Off [

PARENTAL PERMISSION - Please sign this form and retum it to the §
Correspondence Print Short Letter

Tnis is to confiem that | have received the letter, dated //, regal
Correspondence Print Short Letter with Tear Off

(Signature of parent) Cor d Print with Letterhead =

— Tear Off section

Print Detail
5. Print Media : Printer

There are 8 types of layouts that the letter can be printed to. 4 of
these layouts are the same but include a tear off section.

16



Correspondence Print No Letterhead

14 December 2010

Mr A and Mrs K Scott
PO Box 234
SYDNEY NSW 2000

Dear Mr and Mrs Scott

Thank you for your letter advising that Stephanie Scott will be absent from College
from 1st December to 5th December 2010.

The College's policy is that permission not be given for such absences. However, we
recognise that families make decisions such as this according to their own
circumstances.

The College will therefore record the absence as ‘parental permission. This means
that the leave is taken on the parents' approval but not the formal approval of the
College. The implication of this is that the days are not viewed as approved leave for
assessment purposes. Results will be calculated without the benefit of any tests which
may be sat in this period. Assignments due in this period should be completed
beforehand or sent in to arrive by the due date.

Should the absence result in their being insufficient information to determine a grade
for units of work, a grading of ‘incomplete’ will be applied.

We advise that absences have a negative effect on student achievement and should be
avoided as much as possible. A study conducted by the Victorian Department of
Education has concluded that students who are absent for more than 12 days are at
risk of not achieving to their potential.

Thank you again for advising us of your arrangements.

Yours sincerely

X

John Denbigh
Head of Middle School

This layout prints the letter with no letterhead, although this can now
be printed on your own Letterhead paper.

17



Correspondence Print No Addressee

14 December 2010

Dear Sir/Madam

Thank you for your letter advising that Stephanie Scott will be absent from College
from 1st December to 5th December 2010.

The College’s policy is that permission not be given for such absences. However, we
recognise that families make decisions such as this according to their own
circumstances.

The College will therefore record the absence as ‘parental permission’. This means
that the leave is taken on the parents' approval but not the formal approval of the
College. The implication of this is that the days are not viewed as approved leave for
assessment purposes. Results will be calculated without the benefit of any tests which
may be sat in this period. Assignments due in this period should be completed
beforehand or sent in to arrive by the due date.

Should the absence result in their being insufficient information to determine a grade
for units of work, a grading of ‘incomplete’ will be applied.

We advise that absences have a negative effect on student achievement and should be
avoided as much as possible. A study conducted by the Victorian Department of
Education has concluded that students who are absent for more than 12 days are at
risk of not achieving to their potential.

Thank you again for advising us of your arrangements.

Yours sincerely

X

John Denbigh
Head of Middle School

Print the letter without the address details. This could be used if
emailing the letter.
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Correspondence Print Short Letter

14 December 2010

Mr A and Mrs K Scott
PO Box 234
SYDNEY NSW 2000

Dear Mr and Mrs Scott

Thank you for your letter advising that Stephanie Scott will be absent from College
from 1st December to 5th December 2010.

The College’s policy is that permission not be given for such absences. However, we
recognise that families make decisions such as this according to their own
circumstances.

The College will therefore record the absence as ‘parental permission’. This means
that the leave is taken on the parents' approval but not the formal approval of the
College. The implication of this is that the days are not viewed as approved leave for
assessment purposes. Results will be calculated without the benefit of any tests which
may be sat in this period. Assignments due in this period should be completed
beforehand or sent in to arrive by the due date.

Should the absence result in their being insufficient information to determine a grade
for units of work, a grading of ‘incomplete’ will be applied.

We advise that absences have a negative effect on student achievement and should be
avoided as much as possible. A study conducted by the Victorian Department of
Education has concluded that students who are absent for more than 12 days are at
risk of not achieving to their potential.

Thank you again for advising us of your arrangements.

Yours sincerely

X

John Denbigh
Head of Middle School

This is designed to print a small letter on a letterhead, so it further
down the page.
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Correspondence Print with Letterhead

The Denbigh Demonstration School

=
“9 PO Box 3166
Narellan NSW 2567 Australia

14 December 2010

Mr A and Mrs K Scott
PO Box 234
SYDNEY NSW 2000

Dear Mr and Mrs Scott

Thank you for your letter advising that Stephanie Scott will be absent from College
from 1st December to 5th December 2010.

The College’s policy is that permission not be given for such absences. However, we
recognise that families make decisions such as this according to their own
circumstances.

The College will therefore record the absence as ‘parental permission’. This means
that the leave is taken on the parents’ approval but not the formal approval of the
College. The implication of this is that the days are not viewed as approved leave
for assessment purposes. Results will be calculated without the benefit of any tests
which may be sat in this period. Assignments due in this period should be
completed beforehand or sent in to arrive by the due date.

Should the absence result in their being insufficient information to determine a
grade for units of work, a grading of ‘incomplete’ will be applied.

We advise that absences have a negative effect on student achievement and should
be avoided as much as possible. A study conducted by the Victorian Department of
Education has concluded that students who are absent for more than 12 days are at
risk of not achieving to their potential.

Thank you again for advising us of your arrangements.

Yours sincerely

X

John Denbigh
Head of Middle School

This will print with the Letterhead that was set up in your Denbigh
System, on plain paper.
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Tear Off Section

28 June 2012

Mr G Price

Denbigh

1 John St

SYDNEY NSW 2000

Dear Geoffrey

Students from year 12 will be heading to Bathurst on Friday the 29th June. Please
ensure that Alex is at the school no later than 7.00am. Please ensure they have they
were neat, comfortable warm clothes for the trip.

Please sign the permission slip below.

Yours sincerely

X

John Denbigh
Head of Middle School

PARENTAL PERMISSION - Please sign this form and return it to the School Office.

This is to confirm that | have received the letter regarding Alex excursion to Bathurst

(Signature of parent) / /200 (date)
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Record of the letter in the Student File

For student records For this student
[L) NewletertoStudent | [ Newletter o Parenis |] [I} New lettr to Stucent | [2 Newleterto Parens |]
Date Title Signatory Body

© [16/01/2014 _|[Unexplained Jane Denbigh N 1am writing to bring to your attention the fact that Bl s
according to our records Sarah has been marked as late to
school three times in the last fortnight in her school -8

© 16/01/2014 | Unexplained Jane Denbigh 1am writing to bring to your attention 01/16/2014
according to our records Sarah has bee
school three times in the last fortniaht | 1 john St (3

© [26/04/2013 || Unexplained John Denbigh 1 am writing to bring to your attention |Sydney NSW 2000 =

according to our records Sarah has bea
school three times in the last fortnight |

o 3/12/2012 Exam notification | John Denbigh Test new letter letter re exam. Dear Geoff and Stephanie

1 am writing to bring to your attention the fact that according to our records Sarah has been
— marked as late to school three times in the last fortnight in her school attendance records.
ETM teaching staff is keen that students attend school promptly so that classes can

00= & B Browse latecomers to class, particularly during first lesson.

Naturally | am aware that buses and trains can be late, traffic jams can occur en-route and
unexpected events occur in the life of any family from time to time, which result in late
arrival at school in the morning. Nevertheless it would be most helpful if you could take the
time to review Peter's punctuality at school in the mornings in an effort to improve the
situation.

'Thank you for your help in this matter and feel free to contact me should you so wish.
100419

Yours sincerely

Jane Denbigh
Head of Middle School

1 - The letter shows in the students file. 2 - Hovering over the Body
field of the letter will display the letter.

Record of the letter in the Staff File

Find Find Print Emal MoveTo ‘SFormer Ciass PGDRosterClasses  Cument Community Meeting

Main Back  ViewAs
Menu List New Teachers  Menu Menu Former Staff Staff Cover/Extras Students Details Times
[DENJ | [Denbigh ] [John Il ][ [Head of Middle School ] (500063 ]
’.‘]Code ’.] Surname '.] First Name Second Names Known As :'. ] Position i'.«]Community 5
General Info | Classes | Timetable | Tutor Group | Absences Extras | Cocurricular | Groups | | cor Ims]x | | Audt)
Correspondence Sent 1 Correspondence Received Y eMall Sent Y eMall Recelved )
| NewtLeeromesesutt | |2 New Letier to tis stat membel
Date Title Salutation Body
O|14/12/2010 |Parenta| Permission Leave - AP |Dear Mr and Mrs Scott ank you for your letter advising that Stephanie Scott "
ill be absent from College from 1st December to Sth
Necemhar 2010
©[13/12/2010 [Attendance Reference [Dear Genevieve, TESTING
ITHIS 1S A TESXT FOR THE LETTER
o[13/12/2010 | [Dear Mr and Mrs Scott ftest
©[13/12/2010 [Parental Permission Leave - AP [Dear Mr and Mrs Scott [Thank you for your letter advising that <unknown
ion> <unknown expressi will be absent
lfrnm Callane fram fdatecafahcance)
o[14/10/2010 | [Dear Mr and Mrs Jobson
o[22/06/2010 | [Dear Scott
o[22/06/2010 | [Dear Brian

100.and 9 Browse

The letter also shows in the Staff File under your own correspondence.
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Editing Letters - Unlocking

Date and
Address Type : |Postal Address [v]
Addressee : |- [+ ] [Coefaut ]
Mailing Title : Mr A and Mrs K Scott
Property : Type: [Absence Letters v
Street : |PO Box 234 Template: | 21 Parental Permission Leave - AP | v
Suburb/Sate/PCode : [Sydney | Insw |[2000 Title : [Parental Permission Leave - AP
Country : Date : |14/12/2010
Email Addresses : fascott@denbighdemo.com.au, kscott@denbighdemo.com.au |Dear Mr and Mrs Scott |
Body
<<Included Text Block>> [v]
1. Choose tag 2. Place Cursor in body, below 3. Cick Ingest
ank you for your letter advising that Stephanie Scott will be absent from College from 1st December to 5th December 2010. -
e College's policy is that permission not be given for such absences. However, we recognise that families make decisions such as this according to their own
ircumstances.

There is a "locked" button at the top of the screen. Click to unlock the
letter for editing the record. There is no restriction on the locked letter,

users can unlock records, its purpose is to prevent accidental editing of
letters. Click Ok when done.
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Creating Correspondence for Found Set.
~ Correspondence Mail Merge

—— Select Type &
1. [Absence Letters [v] [8 Unexplained ab =
Type Template Name
—  Enter Date and Body
2. 26/07/2011 [<<Your Current Student's Preferred Name>> ||
Date i Choose tag . Place Cursor in body, below fil. Ciick Insert Informal Salutation
Dear Mr and Mrs Jobson ]

I am writing to bring to your attention the fact that according to our records Alex has been marked as late to school three times in the last -
fortnight in his school attendance records.

[The teaching staff is keen that students attend school promptly so that cl; can efficiently and learning can
d without Y up from I to class, par y during first lesson.

Naturally I am aware that buses and trains can be late, traffic jams can occur en-route and unexpected events occur in the life of any family from
time to time, which result in late arrival at school in the morning. Nevertheless it would be most helpful if you could take the time to review
Peter's punctuality at school in the momings in an effort to improve the situation.

\Absence records between 1/04/2011 and 26/07/2011

26/7/2011  Full Day Sick
125/7/2011 Full Day Approved Leave

Thank you for your help in this matter and feel free to contact me should you so wish.

= Detail
Yourssincerely | Ciocse
Sign Off [Yours sincer = 5 [ [v]
3. Signatory John Denbigh |
position Head of Middle School ‘ ‘
Print Detail
4. comsienen | | Prevewapin |7 (Correspondence Print No Letterhead | 7]
) Bypass Print Dialog Layout

Crwwroe | [ e ] 0 [ owmw ] 0000[ e |

1. Choose the Letter type and Template, 2. Edit the letter if necessary,
3. Add the Signatory Details and 4. Click Create Letters. This will
create letters for the found set.
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Correspondence Menu

Correspondence Menu THE DENBIGH DEMONSTRATION SCHOOL

From the Main Menu Click the Development Office button and then the
Correspondence button. This is where the data is stored and the Pro
Forma letters are stored.

Correspondence List - Letter Archive List

100 .oud B Browse | =

o RFen[ewn =R
Main Back Find Find Template _ Add Add  Substitution Custom  Future Current
Menu Al List  Template BulkLetter Tags Letters/Labels Students  Students

.~ letterArchiveLit

Floate  Recipient Community Status Title Signatory

O o 14/1/10 Vanessa Tedeschi Student Application Acknowledgement - Prep John Denbigh
O © 14/1/10 Nancy Al Ghardaga Student Application Acknowledgement - Prep John Denbigh
O o 14/1/10 Simmi Parsons Student Application Acknowledgement - Prep John Denbigh
O o 14/1/10 Henry Davies Student Application Acknowledgement - Prep John Denbigh
O © 14/1/10 Mr Paul Pascoe Student Application Acknowledgement - Prep John Denbigh
O © 14/1/10 Mr James Pearson Student Application Acknowledgement - Prep John Denbigh
O o 14/1/10 James Thomson Student Application Acknowledgement - Prep John Denbigh
O © 24/5/10 Family : Hardy Excursion to Bathurst John Denbigh
O © 24/5/10 Family : Kaspura Excursion to Bathurst John Denbigh
O © 24/5/10 Family : Howarth Excursion to Bathurst John Denbigh
O © 24/5/10 Family : Stehn Excursion to Bathurst John Denbigh
O o© 24/5/10 Family : Reid Excursion to Bathurst John Denbigh
O © 24/5/10 Family : Porteous Excursion to Bathurst John Denbigh
O © 24/5/10 Family : Economopoulos Excursion to Bathurst John Denbigh
O o© 24/5/10 Family : Dirkzwager Excursion to Bathurst John Denbigh
O o 24/5/10 Family : Gupta Excursion to Bathurst John Denbigh
O © 24/5/10 Family : Cox Excursion to Bathurst John Denbigh
O o© 24/5/10 Family : Hardy Thank You for Your Enquiry-Information John Denbigh
O o 2/6/10 Family : Jobson Unexplained absences John Denbigh
O © 22/6/10 Family : Yoon John Denbigh
O © 22/6/10 Family : Adams John Denbigh
O © 14/10/10  Family : Jobson John Denbigh
O © 13/12/10  Mr John Denbigh Staff John Denbigh
O © 13/12/10  Mrs Genevieve Balean Staff Attendance Reference John Denbigh
O o 13/12/10  Family : Scott John Denbigh

© 14/12/10  Family : Scott Parental Permission Leave - AP John Denbigh
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This is where the letter is stored.

Correspondence Templates - List View

Correspondence Back Find Archive Add  Substitution Custom Future Current Former  Community Staff
Menu List Tempiate  Tags Letters/Labels Students  Students  Students Details Details
~ Correspondence TemplatesList
plate oo Body

O 1 .am writing to bring to your attention the fact that according to our records <<Your

o™ CAwaTg o ——— The purpose of this letter is to warn you that <<Your Current Student’s Preferred

O 10 Thank You for Your Enguiry-Information ~ Enquiry Response Letter Thank you for your recent Enquiry about our school. Please find attached an

O o 14 Application Acknowledgement - Prep Registrar - Applicati of <<Your Future Student Preferred Name>> in Prep

0O o 15 In-complete assessment suspension Academic waming Re: Notification of fourth in-school suspension due to late or incomplete

O o 16 portfolio collection Middle School Portfolios of work produced by <<Your Former Student Preferred Name>> during

O 17 Suspension Out of College - AP Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your

O o 18 Suspension Out of College - LB Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your

O 15 Suspension Half Day In School - AP Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your

O o 20 Suspension Half Day In School - LB Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your

O o 21 Parental Permission Leave - AP Absence Letters Thank you for your letter advising that <<Your Current Student’s Preferred Name>>

O 22 Attendance Reference Reference To Whom It May Concern

O o 25 seeking permission for WISC Middle School 1 am writing to inform you that we have identified that <<Your Current Student's

O 26 Inschool suspension Middle School 1 wish to advise that <<Your Current Student’s Preferred Name>> has been

O o 27 Out of school suspension Middle School 1 wish to advise that <<Your Current Student’s Preferred Name>> has been

O o 28 Parental Leave Middle School Thank you for your letter advising that <<Your Current Student’s Preferred Name>>

O 25 Application Acknowledgement - Prep Registrar - icati of <<Your Future Student Preferred Name>> in

O o 30 Application Acknowledgement - NMP - Yrs  Registrar - Applicati of <<Your Future Student Preferred Name>> in

O 32 Excursion to Bathurst Excursions <<Your Current Student's Preferred Name>> will be attending an excursion to

O o33 SMS To Student Example SMS To Student Attn <<(SMS) Preferred Name>>, Sports Carnival is cancelled due to the weather.

O o34 SMS to Community Member Example SMS to Community Member ~ Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the

O o35 SMS to Staff Example SMS to Staff Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the

O o 36 SMS Student alert High School Big Day Out has been moved to Bell St due to rain

O 24 Excursion Permission Permission Letter - Tear Off  Students will be attending an excursion to Canberra on Monday 24th April. They will

O o 45 Notification Letter PTI As you would now be aware the School is moving to a system of online

O o 46 Login and Password Notification PTI Please be advised of your username and password when logging in for the

The list shows the Template Name and the Type field and then shows
part of the body of the template. They are numbered automatically.
Click the arrow to go into the Template/View as Form.
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Correspondence Templates - Form View

—— Select Type & Template

[10 | [Thank You for Your Enquiry i | [Enquiry Letter |
D Template Name Type
- Enter Body
v | [<<Included Text Block>> [+] [ mnset | [tnsertwithout formatting |
1. Choose context 2. Choose tag 3. Place Cursor in bedy, below 4. Insert or Insert without formatting

Thank you for your recent Enguiry about our school. Please find attached an application form to fill out if you desire to send your child <<Enquiry | *
Student Given Names>> <<Enquiry Student Surname>> to our school.

«»(C

100 ..ud B Browse

N

From here you can view, edit or create any of the templates. Click
"Template List" to view all the templates.
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Correspondence Templates

| 100 | 200 | 300 |400 I 500 I 600 I 700 I 800
LI W W U A o A i |
2 = ] " N
i Letter Template Custom Future Current. Former  Community Staff
Menu All List List Letters/Labels Tags Pro Forma Students  Students  Students Details Details
—— Select Type &
8 | ined absences | labsence Letters ]
o Template Name Type
r Enter Body
<<Included Text Block>> [7] [__snsen | [znsert without formatting
1. Choose context 2. Choose tag 3. Place Cursor in body, below 4. Insert or Insert without formatting

I am writing to bring to your attention the fact that according to our records <<Your Current Student’s Preferred Name>> has been marked as
late to school three times in the last fortnight in <<Your Current Student his/her>> school attendance records.

[The teaching staff is keen that students attend school promptly so that classes can commence efficiently and learning can
without y interruption from to class, p y during first lesson.

Naturally I am aware that buses and trains can be late, traffic jams can occur en-route and unexpected events occur in the life of any family from
time to time, which result in late arrival at school in the morning. Nevertheless it would be most helpful if you could take the time to review
Peter's punctuality at school in the mornings in an effort to improve the situation.

<<Included Text Block>>

[Thank you for your help in this matter and feel free to contact me should you so wish.

100 a5 Browse

If you need to make a permanent change to the letter this is where it
can be done.

Creating a Template

CQustom  Future Current Former L Staff
Letters/Labels Students  Students  Students. Details Details:

Flo  Frempiate Name H1ype Body
O o8 Unexplained absences Absence Letters 1 am writing to bring to your attention the fact that according to our records <<Your Current
O 29 N-Award SC Warning Letters The purpose of this letter is to warn you that <<Your Current Student's Preferred Name>> is
O 910 Thank You for Your Enquiry-Information ~ Enquiry Response Letter Thank you for your recent Enquiry about our school. Please find attached an application
O 914 Application Acknowledgement - Prep Registrar - Applications Subject: Enrolment of <<Your Future Student Preferred Name>> in Prep Year,
O 915 In-complete assessment suspension Academic wamning : ti i
0O 916 portfolio collection Middle School Portfolios of work produced by <<Your Former Student Preferred Name>> during Year
0 217 Suspension Out of College - AP Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your Current
O 218 Suspension Out of College - LB Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your Current
O 919 Suspension Half Day In School - AP Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your Current
0O 220 Suspension Half Day In School - LB Suspension Letters This is to inform you that <<Your Current Student's Preferred Name>> <<Your Current
O 21 Parental Permission Leave - AP Absence Letters Thank you for your letter advising that <<Your Current Student’s Preferred Name>> <<Your
O 922 Attendance Reference Reference To Whom It May Concern
0O 25 seeking permission for WISC Middle School 1 am writing to inform you that we have identified that <<Your Current Student’s Preferred
0O 26 Inschool suspension Middle School 1 wish to advise that <<Your Current Student's Preferred Name>> has been suspended in
O 927 Out of school suspension Middle School 1 wish to advise that <<Your Current Student's Preferred Name>> has been suspended from
0O 228 Parental Leave Middle School Thank you for your letter advising that <<Your Current Student’s Preferred Name>> will be
O o2 Application Acknowledgement - Prep Registrar - Applications Subject: Enrolment of <<Your Future Student Preferred Name>> in <<Your
O 30 Application Acknowledgement - NMP - Yrs  Registrar - Applications Subject: Enrolment of <<Your Future Student Preferred Name>> in <<Your
O 32 Excursion to Bathurst Excursions This is a letter about some things:
0O o33 SMS To Student Example SMS To Student Attn <<(SMS) Preferred Name>>, Sports Carnival is cancelled due to the weather.
0O o34 SMS to Community Member Example SMS to Community Member  Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the
O o35 SMS to Staff Example SMS to Staff Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the
O o3 student alert High School Big Day Out has been moved to Bell St due to rain
o
o

Excursions <<Family Mailing Title>>
istrar - Applications o[
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1. Click the Add Template button, 2. Give the template a name, 3.
Choose the type of letter, 4. then click on the arrow(jump button) to

type the letter.

Formatting Template

O0O0 Correspondence
25 25 ¢ ﬁ =4 -
B_‘ —C) O Total (Unsorted) b g Qv = Q
Records Show All  New Record Delete Record  Find Sort
e = ) e () Lo
AR T
= = = .
& E5 | S — = Ll . . 8
Main Bak  Fnd  Fnd Letter Template  Custom Substitution Add New Futwre  Cument  Former Communty St
Al List Lst  Lettersjlabels Tags ProFomma Students  Students  Students  Defails  Defais

Select Type & Template
[38 | Welcome Year 7 Registrar -
n Template Name Type

Enter Body
m Future v | W<Vour Current Student Academic Year>> v tnsert | | |
ressed to Fami Choose tag 3. Place Cursor in body, below 4. Insert or Insert without formatting

Choose the content of the letter or where the file where the letter will
be created. This example show a letter to future students families.
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Using the Text Ruler to set tabs

Layout: (Conespond..oma rom =) | iewss: [N =22 | (tmven) () et
>:DI rrrrrrorT |1I00I rrrrrTT ! rrrrrrrorT |3Iool rrrrrorTT |4I00[ rrrrrorTT |SI°0I rrrrorTT |SBDI rrrrorTT |7IOQI TTrT Ik
Main Back Find Find Letter Template Custom  Substitution Add New Future Current Former  Community Staff
Menu All List List Letters/Labels Tags Pro Forma Students Students  Students Details Details
—— Select Type & Temp!
38 Welcome Year 7 Registrar - Applications
D Template Name Type
= Enter Body
1. Choose context 2. Choose tag 3. Place Cursor in body, below 4. Insert or Insert without formatting
Year 7 <<Your Future Student Enrolment Year>> =

[In order to best prepare our incoming Year 7 students for their first year at High School, it has been decided to offer an extra opportunity for students and
parents to meet in an informal atmosphere prior to Orientation Day.

IThere will be an orientation day for the incoming Year 7 during the later part of Term 4. I will write to you confirming the date. At this time I will also
distribute the Student Handbook indicating term dates, uniforms and other relevant details prior to commencement. Please indicate within 30 days of receipt
lof this letter if you will or will not be accepting the offer.

Il look forward to <<Your Future Student Preferred Name>> and your family being a part of our school community.

1. Place you cursor on the line where the tab in required. 2. Click on
the ruler where you would like the tab placed. To use a tab within a
document hold down the Alt/options (control on Windows) key and
press tab. Pressing tab by itself will tab you out of the record.

Using the Text Ruler to Change the Tab Type

R . o1

NN I LAMA ITITICTV e IITIAAT TIRAE 30 ¥

Tabs
l Type
201.000
. t (o) Left
' 2 () Center
+ () Right
+ () Align on:
Position: 201.000 px
Fill Character: ( Apply ) (Cancel ) ( OK )

Double click on the tab in the ruler line to change the type of tab
required or to change the position on the ruler. Choose from Left,
Centre or right tabs and Align on for a numeral tab.
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Using the Text Ruler to Indent Text

Layout: I Correspond...Addressees 'l == I Preview I S¢

o 100 200 300 400 500
J

Hold down the Alt/Options (Control key on windows) key and click and
drag the indent to the required position.

Letter Substitution Tags

Custom Future Current Former  Community Staff
Letters/Labels Students  Students Students Details Details

<Surname>> Community: :Surname ] Community Student Current
0 0 Development Office ‘udent Current Addressed to Family

dent Former
wdent Former Addressed to Family
] SMS Community L Student Future Addressed to Family
IC] SMS Staff Other...
(] SMS Student Current
<<Preferred Name>> Community: :Preferred Name I— Community L] Stucent Current
] Development Office  [] Student Current Addressed to Family
(] Enquiries [ Student Former
[ Family [ Student Former Addressed to Family
(] SMS Community [] Student Future Addressed to Family
[] SMS Staff [ Other...
[ SMS Student Current
<<Given Names>> Community::Given Names L] Community [ Student Current
] Development Office  [] Student C\na\t Addressed to Family
(] Enquiries [ Student
(] Famity DSmdthormeerf&deamnry
[] SMS Community [] Student Future Addressed to Family
(] SMS Staff [ Other...

[] SMS Student Current

<<Known As>> Community::Known As ] Community (] Student Current

6 Development Office  [] Student Cmu\t Addressed to Family
0] Enquiries D
(] Famity [ Student Former Addressed to Family
(] SMS Community D Student Future Addressed to Family
[] SMS Staff [ Other...
[ SMS Student Current

<<Maiden Name>> Community::Maiden Name L] Community L] Student Current
3] Development Office  [] Student Current Addressed to Family
(] Enquiries [ Student Former
] Famity [[] Student Former Addressed to Family
[] SMS Community [ Student Future Addressed to Family
[] SMS Staff [ Other...
[ SMS Student Current

<<Title>> Community::Title L] Community [ Student Current
5] Development Office  [] Student Current Addressed to Family
(] Enquiries [ Student Former
[] Famity [[] Student Former Addressed to Family
[] SMS Community [ Student Future Addressed to Family
[] SMS Staff [ Other...
[ SMS Student Current

<<Gender>> Community::Gender L] Community [ Student Current
] Development Office  [] Student Current Addressed to Family
C] Enquiries [ Student Former
] Family [] Student Former Addressed to Family
[] SMS Community [] Student Future Addressed to Family
[] SMS Seaff Other...

[] SMS Student Current

1. The tag (field) name. 2. The file name and actual field. 3. The File
that the field will be used, when creating the letter. 4. To create a
new tag.
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Absence Letters - Correspondence

000 Student Current (Denbigh.PRIVATE.server) =

21100014 :Price i William iiHugh iMale  H123un1993:i12 1121  iiGreen :
E]summ [#4)]sumame [jFistName  Second Names %) Known As |%)|Gender |%)|Birthdate  |%)|Year %] TGroup |*)|House
—_______ Family Details Parents / Guardians
DIALLARSO1  iPrice :023456 7890 | [Geoffrey Price 11021234 5678 110414 123 456 :

Family Code @]wm Home Phone Father Work Phone Mobile

<~ Property: [Julie Price 11021234 5678 110414 123 456 :

map Street : |1 John St Mother Work Phone Mobile
Suburb/State/PCode : | Sydney | NSW /2000

Current
From PEUT20T ]
posencei [ <] Apri2on (7] [>] momend

&
12:::- Mon Tue Wed Thu Fri_Sat Sun

EEE
Date # 248 259 360 371 ; ; 130 Arived Departed Ennnnnmwmmm_
©i26/7/2 11 12 13 14 15 16 17 U000 O O O |y

18 19 20 21 22 23 24
25 26 27 28 29 30 1

2 3 & 5 6 7 8
Today: 26/07/11

|
. Auihisiony]
Enter the date range for the letters required. Click to create "Letter to
Parents" (This Student).
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Absence Letter to Parents

Date and

Informal Salutatio

2. Place Cursor in bedy, below 3. Click Insert
I am writing to bring to your attention the fact that according to our records Alex has been marked as late to school three times in the last fortnight in his school -
fattendance records.
[The teaching staff is keen that students attend school p ptly so that cl can efficiently and learning can proceed without
yil ption from | to class, particularly during first lesson.

Naturally I am aware that buses and trains can be late, traffic jams can occur en-route and unexpected events occur in the life of any family from time to time, which
result in late arrival at school in the morning. Nevertheless it would be most helpful if you could take the time to review Peter's punctuality at school in the mornings in
lan effort to improve the situation.

|Absence records between 1/04/2011 and 26/07/2011
[26/7/2011  Full Day Sick
[25/7/2011 Full Day Approved Leave

[Thank you for your help in this matter and feel free to contact me should you so wish.

Print Detail
l:rint Media : Printer v

Choose the Type - Absence Letters, Template - 8 Unexplained
absences. This will enter the absence records for the student into the
letter. This can also be done for a found set.
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Absence Letter stored in the Correspondence tab

©(105120 | Lawson | Arissa il il | [Female |30 Aug 1994/(10 |/10.1 Red |
\'E]snm D \'E]Sumame \’i]ﬁrst Name Second Names \’i] Known As \'ﬂcender fﬂBirﬂ\date iF{]Yaar 'il TGroup @"]House
= Family = Parents / Guardians =
2100402 ‘Smith 1023456 7890 | [Quentin Smith 11021234 5678 | (0414 123 456
Family Code l,"f] Family Name Home Phone Step-father Vork Phone Mobile
< Property: | | [Susan Smith | 1021234 5678 | 0414 123 456
map Street : |1 John St bother ‘VMM .
Suburb/State/PCode : |Sydney [NswW (2000 | [Stephen Lawson |

I(ﬂ To Correspondence Menu I

~ For the found set of student records For this student
| 2 Newleterosucen | | 2 Newleterio Parens |] [lj New letter to Student | | 2 Newleterio Parens |]
.
Date Title Signatory Body
© 26/07/2011 || Unexplained || 3ohn Denbigh ' am writing to bring to your attention the fact that - ‘ B =
according to our records Arissa has been marked as late to
|school three times in the last fortnight in her school -] @

The letter will be stored with other correspondence

Hover over the Body field

11/24/2011

Denbigh

1 John St

Sydney NSW 2000
Dear Mr and Mrs Price

| am writing to bring to your attention the fact that according to our records Alex has been marked as late to school three times in the last fortnight in his school attendance records.

The teaching staff is keen that students attend school promptly so that classes can commence efficiently and learning can proceed without unnecessary interruption from latecomers to class,
particularly during first lesson.

Naturally | am aware that buses and trains can be late, traffic jams can occur en-route and unexpected events occur in the life of any family from time to time, which result in late arrival at
school in the morning. Nevertheless it would be most helpful if you could take the time to review Peter's punctuality at school in the mornings in an effort to improve the situation.

Thank you for your help in this matter and feel free to contact me should you so wish.
Yours sincerely

John Denbigh
Head of Middle School

This will display the letter stored
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Letter with tear off section

—— Select Type & Template

i | Excursion Permiss | Permission Letter - Tear OFF ]
j0) Template Name Type

Enter Body

Student Current | v |/<<Your Current Student's Preferred Name>> v
1. Choose context 2. Choose tag 3. Place Cursor in body, below

Insert | [Insert without formatting |
4. Insert or Insert without formatting

[Students will be attending an excursion to Canberra on Monday 24th April. They will be leaving the school at 7.00am promptly. Please ensure your child arrives on time and has the necessary
lequipment for the day. Please sign the below permission slip and return it to the school no later that Monday the 24th March.

—— Tear Off section
[Student Current | 7|[<<Your Current Student's Preferred Name>> [7] Insert | |mmm
1. Choose context 2. Choose tag 3. Place Cursor in body, below

4. Insert or Insert without formatting

of parent)

PARENTAL PERMISSION - Please sign this form and return it to the School Office. WTA
Trés is 1o confiem that | have received the letter, dated //, regarding <<Your Current Student's Preferred Names>

— . J200____ (date)

Letter with tear off section

Signature
C d Print No Addj
Correspondence Print No Letterhead
PARENTAL PERMISSION - Please sign this form and retum it o the Correspondence Print No Letterhead with Tear Off
Tris is 1o confiem that | have received the letter, dated //, regay COrespondence Print Short Letter
Correspondence Print Short Letter with Tear Off
(Signature of parent) Col d Print with L rhead
Print Detail +C d

=

Print Media : Printer

Print with Letterhead and Tear Off

Choose a print layout with a tear off section.
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Letter with tear off section.

12 April 2012

Dr M and Mrs L Graham

1 John St

SYDNEY NSW 2000

Dear Dr and Mrs Graham

Students will be attending an excursion to Canberra on Monday 24th April. They will
be leaving the school at 7.00am promptly. Please ensure your child arrives on time

and has the necessary equipment for the day. Please sign the below permission slip
and return it to the school no later that Monday the 24th March.

Kind regards

X

John Denbigh
Head of Middle School

PARENTAL PERMISSION - Please sign this form and return it to the School Office.
This is to confirm that | have received the letter regarding James excursion to Canberra

(Signature of parent) ! /200 (date)
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