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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
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Main Menu DENBIGH DEMONSTRATION SCHOOL

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

Correspondence Menu

Correspondence

DENBIGH DEMONSTRATION SCHOOL

100 .. Browse

Correspondence Templates button will take you to the entire standard
letters/correspondence list.
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Creating a letter in the Student's File

: 2
Find Search Student  Classes Future Former Family Comemunity Seaft

Student Assistant  MenU 1o Alumel  Recort Accounts  Detsl  Students Students  Detalls  Detals  Detalls

Details <+ Modical Alert L Fomily Alert © Pastoral Care Alert

151 Stutert 0 131 Surname 151 Fest Nome I51 Second Nemes |31 Know As 151 Gender 141 Bithday 151 Yeor  J31 TGroup 151 House
@ 100013 Graham Amy Tahlia Male 18 Dec 1997 12 125 Blue
Family Details Parents / Guardians

Family Code 131 Family Name Home Phare Viceh Phera Mebie
@ ALLANO2 Denbigh 02 3456 7890 Kim Jobson 02 1234 5678 0414 123 456 =

e Property Guardan

map Srest: 1 John &t Emal
4
SubwrtySte/PCode : | Sydney oW 2000 ::rr;)ozon_ﬂ 02 1234 5678 0414 123 456
Country Emal:  shill@denbigh.com.au Emal | shill@denbigh.com.su
G: | Info > Corr dencs

Gt | oss & G Eat | ot | Tarwpon | Woeeom | Eamsowaneor | o
Notes
For the found set of student records For this student

Medical Info | MewlotortoStuents | | Mew st o Pwrerts | la To Cerrespendence Mo | | Mewetter toStudent | | Wew itter o Pwrerts |
Classes. Title Body Signatory Body
@ 14/12/2015 Jane Denbigh Test letter to parents. SR =
Timetat
e 100013 ALLANO2 )
l Acadenic Record ‘ @ 21/09/2015 In-complete Test CorrespondenceWrite Re: Notification of fourth in-school suspension due to late or incomplete + @
—— assessment
- 100013 ALLANG2 i . o . a8
( 21/09/2015 In-complete Test CorrespondenceWrite Re: Notification of fourth in-school suspension due to late or incomplete + @y
- e
’ 100013 ALLANO2 : )
 21/09/2015 Test CorrespondenceWrite ? |
Music 100013 ALLANO2 L= =

Click on the Correspondence tab.

Creating a letter in the Community File

Back Viaw As Find Prieg. Letters Curment Future Former Sar
Many Communty |0 Very Students  Studemts  Students Deais Deai's
0 Phillips Michael Mr Male 22/02/1955  S00001
Sumame First Name Second Names Known As Maden name Thie Gender Date of Suth Community [D
Status Personal Details Employment Details
Father NRParent
Mother GrowpMember Phene Home Fax Home hone Werk Fax Work
o p oata123456
Past Parert Moble fhone Naticrality Erployer
Suf¥

Date Tive Salutation Body
& 13/06/2014 Unexplained Dear Michael, | am writing 10 bring to your attention the fact that o
according 10 our r William has been marked as
lnsuo. ‘Ihmlimognmelasummlnm Q
o 5022013 Dear Michael, fdidsfasfasidas o
o 5022013 Dear Michael, fafdstastasidas o
14/01/2013 Unexplained Dear Michael, | am writing 10 bring to your attention the fact that
& accordi n?o our <<Your Current Student’s o
PraforrgNm»hasbeenmamedaslueloachool a
ihrornes Sheunoncn Tor Stnoe Renerd Snctunionted fov = Alovs vo e rowonsnd = |+

Click on the Notes & Correspondence tab and the Correspondence tab.
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Creating a letter in the Future Students File

) Q
Main Back View As Find Print Letters Enrol Student Current Former Family  Community Staff
Menu List Student  Menu Student Accounts  Students  Students  Defails Details Details
Future Student Details |
© 101485 Kite Georgia Katherine Female '12/03/1999 11 2016 | Accepted
%) Student 1D [*)|Sumame %o)First Name  %)|Second Names [%)|known As [%)|Gender %)|D.0.8. Po)Acyr (%[ Calvr [%)|status
Family Details Parents / Guardians -
© Bird01 Kite 02 3456 7890 Gregory Kite 021234 5678 | 0414 123 456 fé
Family Code )| Family Name Home Phone Father WWork Phone
Email gkite@denbighdemo.com.au [ Family eMail <Missing: 101121,
Property : ; iog>
Street : 1 John St Allyson Kite 02 1234 5678 | 0414 123 456
Mother Work Phone
Suburb/Sate/PCode : [Sydney NSW 2000 = —
o Email akite@denbighdemo.com.au amily eMai Update ||§
f | A | Future Classes | Notesll| Correspondence J Comms List | Email | f
[[F=21 7o comespondence venu | [ .7 New Letter to Found Set of Parents | [ . New Letter to parents |
Date Title Salutation Body
© 2/10/2015 Dear Mr and Mrs Kite =1

|
&

~

Audit History

Click on the Correspondence tab.

Creating a letter in the Staff File

BN ¢

1 #4
Class  PGD Roster Classes

Main Back  ViewAs  Add Find Find Print Emal MoveTo  >Forme Current  Community Meeting
Students s

Menu List New Teachers  Menu Menu Former Staff S'aff' Cover/Extras Times
Staff Details WWCC Alert
[DENJ__][Denbigh |Bane Il I [Head of Middle School ] »[s00063 ]
:'. Code :'. Surname #)| First Name Second Names Known As # ‘ Position :'. ]c:;mmunity D
| General Info | crasses | | Tutor Group | Absences Extras | cocurricular | Groups | i c Notes | G | Textoooks |
| .
Correspondence Sent T Correspondence Received T eMall Sent T eMail Recelved |

|2 Newlettertotnesesiatt | |2 New Letterto tis Statf Membe]

Date Title Salutation Body
¢|19/10/2015 | [Dear Mr and Mrs Williams
o [24/08/2015 | [Dear hello sir.
o [4/08/2015 | [Dear Mr Thomas hello
¢|24/OB/2015 [Thank You for Your Enquiry- [Dear Mr Thomas [Thank you for your recent Enquiry about our school.

Please find attached an application form to fill out if you

locira ta cand vuniir child mikasl chackn Thamas bn aur

o |7/07/201 5 [In«:omplete assessment |Dear Erin,

o> [20/04/2015 [Unexplained absences [Dear Mrs Jobson [l 2m writing to bring to your attention the fact that
faccording to our records Amy has been marked as late
i crhanl thrae timac in the lact fartninht in_hic arhanl
¢|17/11/2014 [Thank You for Your Enquiry- [Dear Mrs Jones [Thank you for your recent Enquiry about our school.
Please find attached an application form to fill out if you

ldocira tn cand uniir child 1anis Anne Tnnac_tn aur

Ii>|13/06/2014 |Unexplained absences |Dear Mrs and Mr Price gam writing to bring to your attention the fact that

ccording to our records William has been marked as
late tn erhnnl three timec in the lact fartninht in hic

100=4% 5 Browse

Click on the Correspondence tab.
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Creating a letter in the Former Student File

=t & MM&J
Main Back New  viewas Find Casses  Addresses Letters Pmt Student Future Family  Community
Menu e 2 Accounts  Students Details D Detanls
| Former Student Details |
AHMEDA4 _|[Chapman [ |[Aysha 1[ |[miss ][ Female |[6/02/1984 |
%[ Student D B Sumame %) Maiden Name  %y)| First Name Second Names  Title ") KnownAs %) Gender [%)|Date of Sirth
Contact Details Former Student Details -
2 Mall title [ | man ; -—a
=p (1995 ] [OEminent ] -
Property / Add ID: J[ADID433 Departure Year Register Number Eminen )
Street : [2 Bob Street [12 ] [ ] <M'§‘?91>1°°°16~
Suburb/Sate/PCode : [Sydney J[Nsw J[2000 Final Academic Yr  Member Type g
Country :
Mobile : | Home Phone: [ Mail Control Reascn
= email :
General Info T Notes ModcalT & Di: I A ITenIuy I CoCi I F I Groups espondencefl Email | Comms List
Found et of st m
2 New Letter to Family | [2 New Letter to Family |
l} New Letter to Former Student I L) New Letter to Former Student I
Date Title Signatory Body

Click on the Correspondence tab.

Creating a letter in the Family File

Community Addresses Letters

L)

Back Find  Seach  New  Add Fuure  Former
Menu List Assistant  Family  Parent Students  Students  Students
- ! ParentDetails (2]
[zHUO1 |[Flood |7 [rather oMr Vi Flood o O Mother =
%) Family Code %) Family Name Use as addressee | Relationship Tite  Given Names Sumame CPC FMRSt :‘aﬁ"‘:&d "
ion jen
Mailing Title :|Mr Y Flood and Mrs Y X Johnson Production 0212345678 0414 123 456 Other
Salutaticn : |Mr Flood and Mrs Johnson Occupation Viork Phone Mobile B= email [ Family  Type 0]
dd Mother © Mrs Ying X Johnson o g Mother
- Property ;[ | o[AzHUO1 arshi Title  Given Names Sumame oc mms  faner
= Non Resident
map  Street: ;John St - " H if 0414 123 456 Other
Suburb/State/PC : %[ Sydney |%|[nsw] % [2000] Viork Phone Mobie B4 Email [ Family Type @
Country :
Telephone : |02 3456 7890 Fax :
=4 Email :
Countof [ Future | Curent | Former | Hosted |
Chidren: [ 0 | 0 | 1 | 0 |
General IrfoTan d Tcum TFormer d Tl-ludnd d

Click the Correspondence tab.
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Creating a single letter or to a found set.

Former  Famlly Community  Seaff
Students

Detals  Detals  Detalls

+ Modical Nert TEERRNEEY O Pastorsl Care Alert

@ 100013 Graham Amy Tahlia Male 18 Dec 1997 12 12.5 Blue
Family Details Parents / Guardians
Coc 141 Famiy Name . Work Prces
@ ALANG2 Denbigh 02 3456 7690 Km Jobson 02 1234 5678 0414 123 456
+ Gusrdan
map
e — Wayne Jobson 02 1234 5678 0414 123 456 ’
— ‘ Father (Mo Rescent) (- ‘
a1 shill@denbigh.com.au Emal  <nil@dentigh.com.au
General Info > Correspondence
‘ Genars! Informatien ‘ Genenal Info Hosts & Guardians Correspondence Ema Comms List Transport MCEECOYA Extra School Report Census
Notes
—r——f e
‘ Medical Info ew ki to Stents | | New e o Pwerts [P 7o comespendence pers S o Sttert | | Mew hter 1o Pwerts
‘ Classes ] Sody Signatory Body
@ 141272015 Jane Denbigh Test letter to parents. NE-JE
Tmetadie
‘ 100013 =)
‘ AcademicRecond [ | | @(21/0972015 | In-compiete cowrit o
‘ — 100013 ALLANG2 a
@ 210972015 | In-complete Test ComespondenceWrite  Re;. Notification of fourth in-school suspension due to late or incomplete + &
‘ Disopine assessment
100013 ALLANO2 )
‘ CoCurrioa ——
@ 21/0972015 Test CormespondencewWrite ‘g
‘ Musc 100013 ALLANO2 a8
‘ Oxher

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)
L cogespondene

[ Date and Addressing Information
Address Type : Residential Address v
L satressee: - ~ | (o]

Parent Type : | Iv]

Maiing Tite : [Miss T O Bardsley )
ety ] Type: : v

Street : [1 John St Template: [ ]

Sydney Nsw__ ]2000 St Leters [___ J
Country : Date : [28/6/2012
g e ] soutaton informal sauaten ]

Body
2. <<Your Current Student's Preferred Name>> v

- Choose tag . Prace Cursor in body, below i, Cick Insert

P Tignatory Deta

R T — D —
L S—
Position : |Head of Middle School

. [<<Your s me>> 2 Insert ->

Print Detail
I:. PrntMedia:[Printer  |v] Print Layout : (G Print No letterhead [v] l

ancel | [ oK ] [ e ]

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.
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Creating a new correspondence (with family)

Unlock
— Date and Addressing Information — —
Address Type : [Residential Address ’] =1 Copy to Non Resicent Parent ]|
1o adtressee: [ + | Cosai]
Parent Type : | [v]
Maiiing Title : [Mr R G Bryan and Mrs S Stavaruk ] —
Property : : Type:
Street : [1 John St '| Template: [ ]
Suburb/SatefPCode : [Sydney Insw 12000 Subject of Letter: =
ooy Oate : [16/1/2014 “ !
Email Addresses : | i com.at Salutation [Dear Mr Bryan and Mrs Stavaruk 95 1nformal salutation (]
— Body
2. [<<Your Current Student’s Preferred Name>> v
I Choose tag . Pace Cursor in body, below i, Clck Insert
— Signatory Detail
. sanon . G [ ]
3.  SgnOff: Yours sincerely -~ s .
Signatory : [Jane Denbigh 1
position : [Head of Middle School
— Tear
4, [<<Your Current Student's Preferred Name>> v Insert ->
Print Detail
F" Print Media : Printer v] Print Layout : [Cc Print No letterhead [*] ;

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 : [Postal Address

Addressee : | Billing Address

NPV RrUSE Postal Address

Property : | Residential Address

Street :
Suburb/Sate/PCode :
Country :

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

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

Date and
Address Type : iPostal Address
Addressee :

Maiiing Title : § Father - Mr Andrew Scott ( Father )
Property : | Mother - Mrs Kathie Scott ( Mother ) g

Street :
Suburb/Sate/PCode :
Country :

Email Addresses :

Do
Salutation :Dear Mr and Mrs Scott

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 Parenti |}
L addressee: v [(oemut |
v

Parent Type : |
Maiing Tite: Mr R G Bryanand Mrs SStavaruk ...
Property :
Street : |1 John St
Coce : [Sydney |Insw 2000

Type:
Template:

Informal =

Email Addresses : sstavar@denbighdemo.com.au

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

Copy to Non-Resident Parent

-~ Comespondence
ddre: -
Type:
Street:|1JohnSt | Template: |
S T —| R S o
Country:| e
Email Addresses : i com.au

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

Choosing the Type of Letter

Maling Title : Mr AN MISK SOOI ...
Property : Type: A
Street : |PO Box 234 lemplate: | Absence Letters I
Suburb/Sate/PCode : [Sydney |INsw J2o00 | Title : { Academic warning
Cowiniry 2 Date : £ Enquiry Response Letter
Email Addresses : ascott@denbighdemo.com.au, kscott@denbighdemo.comau. ...t lutation i
= Body High School -
iS<Your Current Student's Preferred Name>> . 1Y) Middle School
1. Choose tag 2. Place Cursor in body, below feference
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
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Choosing the Template

Title 8 Unexplained absences

Date : 21 Parental Permission Leave - AP

Choose the actual letter to be sent.

Editing the letter

= Body
i<<Your Current Student’s Preferred Name>> ivi

1. Choose tag 2. Place Cursor in bedy, below 3. Cick Insert
fThank 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 ot 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.

/e 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

letter advising mi <<Your Current Student’s Preferred Name>> <<Your Current Student Sumame>}nll be absent from College from =

[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
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.

e 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.
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Adding a Tag in the letter

= Body
2. i<<Your Current Student's Preferred Name>> ...i%; I
I Choose tag . Place Cursor in body, below iil. Cick Insert
ank you for 2tter advising that <<Your Current Student’s Preferred Name>> <<Your Cune.udent Surname>> will be absent from College from
(datesofabsence,-

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.

e 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
llege. 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
hich may be sat in this period. Assignments due in this period should be completed beforehand or sent in to arrive by the due date.

hould 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

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

o O | = [<S] Bt B2 ] B [ dun] &% ] i | o)
Main Back View As Add Find Find Print E-mail Move To Woﬂmr Class  PGD Roster Classes Current  Community Meeting
B List New Teachers  Menu Menu FormerStaff  Staff Cover/Extras Students  Details Times
Staff Details
DEN)__][Denbigh ] [2ohn ][ I J[Head of Middle School ] [S00063
#[Code [ty Sumame %] First Name Second Names Known As #) Positon #4)] Community 1D
General Info | Classes | Timetable | Tutor Group | Absences Extras | CoCurricular | Groups | )£ | Notes |  Textboos | Audit
School Info T Confidential T ‘Account | Emall Info / Security
Current Staff
Medical / Emergency Info Vehicle Details
Dr Smith ec 0 :[1234 5678 Make of Car Colour Registration Insurer
Dector : |Dr 1l :
—— ——— Prad il -123 INRMA
Medicare No : [123456 769 Fund : MBF e ,‘s'é' :llw: H %'
Emergency : [Mary Phone :[01245 789
Medical Detais : [Allergic to hard work =
School / Info Staff
Employment Date :[1/02/1995 Codes :[T | Dedaration [® Yes O No
Termination Date : Teach # : (123456 pate [19/11/2003
5 Employment
Previous Employer : (BBC Hardware B [Full Time
Employment 3% : [100% Category : [Teacher
Teaching % :
ing % :[B0% —
Police Check: (] [1/06/2007
MCEETYA Check: [[X] [15/06/2009 X
Positon: [Head of Middle School

Enter staff signatures in this field.

Print, PDF or Email letter

Printer
| PDF
Email

Print Layout : Co

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

e NCNIDINL Denhiah Intra Madiile



Printing Options

[ ! -
[— Signatory Detail

3. SignOff : Yours sincerely
hn Denbigh

Signatory :

Position :
— Tear Off section (optional) [¢ Print No [E——
4, ‘ Correspondence Print No Letterhead
PARENTAL PERMISSION - Piasse sign this form and retun it to the ¢ COTTesPondence Print No Letterhead with Tear Off i
Ths s to Gonfirm that | have received the leter, dated 1, regat COT@Spondence Print Short Letter
Correspondence Print Short Letter with Tear Off
{Signedrre of parent) { C Print with Letterhead | b
print Detail {c Print with Letterhead and Tear Off ;
TS. Print Media Print Layout : [G d Print Short 0

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.

Correspondence Print No Letterhead

14 December 2010

Mr A and Mrs K Scott
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.
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Correspondence Print No Addressee

14 December 2010

Dear Sir/Madam

Thank you for your letter advising that Stephame 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.

e NCNIDINL Denhiah Intra Madiile



e

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 downs the

page.

NCNIDINU
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Correspondence Print with Letterhead

The Denbigh Demonstration School

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 by the Victorian Dep:

Education has concluded that students who are absent for more than 12 days are al
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.

Tear Off Section

NCNIDINU

28 June 2012

M 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 fo the School Office.

have received the letter 1o Bathurst

(Signature of parent) fo__r200 (date)

Nenhinh

Intra Madiile



Record of the letter in the Student File

Back  Viewds  Find
Ut Sudent

Student Details

(R 151 Surr 181 Fist Narve IL1 Second Names  [31 Koow As 158 Gander 131 Bitha 18 Yo 131 Toow 131 Heous
@ 100013 Graham Amy Tahlia Male 18 Dec 1997 12 12.5 Blue

Family Details Parents / Guardians =

@ ALLANG2 Denbigh 5678

02 1234 5678 -
2000 L
Father (Non Resident) Sydney NSW 2000
shi Emal hill@der
General Info > Correspondence Dear Alex
o i | | ceneraiso Woss 8 Guaions | Correspondence | Emal | Comms st soon t© 116 o incomplete sssessment
o submit on time an assessment task for
hotes x ©+ponsible thinking classroom, This is
| For the found set of student records Por th) the
| Mescainto New et to Sucnts Now iter 1o Porrts (B0 Commpenderce Heru e Preasa refor to the assessment paiicy in the Student Diary (see page vi of Middle Schoo! Diary|
or page xi of Senior Schoo olicy indicates that if a student fails to hand In
‘ — Tide Boay Signatory Boty
@ 2/02/2016 ane Denbigh
Tmetacie
L 0013 ALL
| Acacemic pocond @ 1412 Jane Denbigh Test lett
[ e 100013 ALLANO
Tost CorrespondenceWrite
Re: Notification of fox 1t in-school 1
| Dscgine assessment ,/,:J\)
CoCurriasar é
L Re: Notification of fourth in-school suspension due to late or incomplete * (3
assessment
usc =]

| Oxher

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

ViewAs  Add Find Find Print E-mal MoveTo “Former PGD Foster Classes  Current  Community  Meeting

Main r 1SS
Menu List New Teachers  Menu Menu Former Staff Staff Cover/Extras Students Details Times
Staff Details
[DENJ ] [Denbigh ] [3ohn 1 ][ |[Head of Middle School | ©[S00063 ]
[f[Code [%g] Sumame [F] First Name Second Names Known As [fe)] Posigen [fe[ Community 1D
General Info | Classes | Timetable | Tutor Group | Absences Extras | CoCurricular | Groups | |« Ium] | | Audie
Correspondence Sent T Correspondence Recelved I eMall Sent 1 eMall Recelved

| Newtettertomesesiat | | 2 New Letter to is stat membef
f o= Title Salutation Body
0|14/11’2010 |Parental Permission Leave - AP |Dear Mr and Mrs Scott ank you for your letter advising that Stephanie Scott B[
ill be absent from College from 1st December to Sth @
Nerember 2010
©[13/12/2010 [Attendance Reference [Dear Genevieve, TESTING ]
ITHIS 1S A TESXT FOR THE LETTER @
of13/12/2010 | [Dear Mr and Mrs Scott est g
©[13/12/2010 [Parental Permission Leave - AP [Dear Mr and Mrs Scott [Thank you for your letter advising that <unknown =
pressi <unknown expression> will be absent @
lfrnm Callone fram fdatecnfahcanre)
o[14/10/2000 | [Dear Mr and Mrs Jobson &
o [22/06/2010 | [Dear Scott &
o [22/06/2010 | [Dear Brian &

100 .and B Browse

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

Date and Addressing
Address Type : [Postal Address [v]
Addressee : [ - [ v ] Coefautt_|
Mailing Title : |Mr A and Mrs K Scott
Property : Type: [Absence Letters
Street : PO Box 234 Template: | 21 Parental Permission Leave - AP | v
Code : [Sydney INSW 2000 Title : |Parental Permission Leave - AP
Country : Date :
Email Addresses : [ascott@denbi com.ay, i com.au ] Salutation [Dear Mr and Mrs Scott ]
Body
[<<Included Text Block>> [v]
1. Choose tag 2. Place Cursor in body, below 3. Cick Insert
fThank you for your letter advising that Stephanie Scott will be absent from College from 1st December to 5th December 2010. =
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 H
[circumstances.

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, and its purpose is to prevent accidental editing of letters.
Click Ok when done.

Creating Correspondence for Found Set.

— Select Type & Template

1. [Absence Letters Iv] [8 L ined absences Iv]
Type Template Name
—  Enter Date and Body
2. 26/07/2011 |<<Your Current Student's Preferred Name>> . Insert ->
Date I Choose tag . Place Cursor in body, below fil. Click 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 =

ffortnight in his school attendance records.

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

INaturally 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
ftime 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
PPeter's punctuality at school in the mornings in an effort to improve the situation.

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

126/7/2011 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.

—  Signatory Detail

Mourssincerely | Qicoss
Sign OFf [Yours since swel [v]
3.sgnatory John Denbigh ]
Position [Head of Middle School
Print Detail
4.[_create Letters | Preview & Print___[v] [Correspondence Print No Letterhead v
Bypass Print Dialog Layout

Comwre]  [Ewe] @ [Cewe ] @ [e

Choose the Letter type and Template

Edit the letter if necessary

Add the Signatory Details

Click Create Letters. This will create letters for the found set.

PhWON =
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Correspondence Menu

L eMais
Correspondence Correspondence Custom Letters
List Templates and Labels
Substitution
Table
o pondence Menu 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

14/12/10

Family : Scott

Parental Permission Leave - AP

Floae  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 © 14/1/10  Simmi Parsons Student Application Acknowledgement - Prep John Denbigh
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 © 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 o 24/5/10 Family : Stehn Excursion to Bathurst John Denbigh
O © 24/5/10 Family : Reid Excursion to Bathurst John Denbigh
O 9 24/5/10 Family : Porteous Excursion to Bathurst John Denbigh
O © 24/5/10  Family : Economopoulos Excursion to Bathurst John Denbigh
O © 24/5/10  Family : Dirkzwager Excursion to Bathurst John Denbigh
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 % 2/6/10 Fanmily : Jobson Unexplained absences John Denbigh
O 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 © 13/12/10  Family : Scott John Denbigh

John Denbigh

100 . w5 Browse ( )<

This is where the letter is stored.
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Correspondence Templates - List View

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

Body

Thank You for Your Enquiry-Information Enquiry Response Letter

o 10

2 14 Application Acknowledgement - Prep Registrar - Applications
o 15 In-complete assessment suspension Academic warning
16 portfolio collection Middle School

Suspension Out of College - AP
Suspension Out of College - LB
Suspension Half Day In School - AP

Suspension Letters
Suspension Letters
Suspension Letters

2 20 Suspension Half Day In School - LB Suspension Letters

21 Parental Permission Leave - AP Absence Letters

o 22 Attendance Reference Reference

9 25 seeking permission for WISC Middle School
Inschool suspension Middle School

927 Out of school suspension Middle School

o 28 Parental Leave Middle School

O00O0ooooooooooooooooooloooo
pod
b

29 Application Acknowledgement - Prep Registrar - Applications

2 30 Application Acknowledgement - NMP - Yrs  Registrar - Applications
32 Excursion to Bathurst Excursions

o 33 SMS To Student Example SMS To Student

D 34 SMS to Community Member Example SMS to Community Member
o 35 SMS to Staff Example SMS to Staff

o 36 SMS Student alert High School

42 Excursion Permission Permission Letter - Tear Off
© 45 Notification Letter PTI

2 46 Login and Password Notification PTI

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

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

Thank you for your recent Enquiry about our school. Please find attached an

Subject: Enrolment of <<Your Future Student Preferred Name>> in Prep

Re: Notification of fourth in-school suspension due to late or incomplete

Portfolios of work produced by <<Your Former Student Preferred Name>> during

This is to inform you that <<Your Current Student's Preferred Name>> <<Your

This is to inform you that <<Your Current Student's Preferred Name>> <<Your

This is to inform you that <<Your Current Student's Preferred Name>> <<Your

This is to inform you that <<Your Current Student's Preferred Name>> <<Your

Thank you for your letter advising that <<Your Current Student's Preferred Name>>

To Whom It May Concern

1 am writing to inform you that we have identified that <<Your Current Student's

I wish to advise that <<Your Current Student's Preferred Name>> has been

1 wish to advise that <<Your Current Student's Preferred Name>> has been

Thank you for your letter advising that <<Your Current Student's Preferred Name>>
Subject: Enrolment of <<Your Future Student Preferred Name>> in
Subject: Enrolment of <<Your Future Student Preferred Name>> in

<<Your Current Student's Preferred Name>> will be attending an excursion to

Attn <<(SMS) Preferred Name>>, Sports Carnival is cancelled due to the weather.

Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the

Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the

Big Day Out has been moved to Bell St due to rain

Students will be attending an excursion to Canberra on Monday 24th April. They will

As you would now be aware the School is moving to a system of online

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.

Correspondence Templates - Form View

2%

IlOD
L o o I O O

m

Custom  Substitution Add New
piters/Labels Tags  Pro Foma

—— Select Type & Template
[10 | [Thank You for Your Enquiry-Information | [Enquiry Response Letter |
o) Template Name Type
= Enter Body
v ] [<<Included Text Block>> [v] [__mnsert | [snsert without formatting]
1. Choose context 2. Choose tag 3. Place Cursor in body, below 4. Insert or Insert without formatting

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

N

100 .4 nd B Browse

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

IIIIIIII|l?olIIIIIIllz‘ImIIIIIIIIPPoIIIIIIII 4(ImllIIIIIIls?ollI|IIII|6(ImlIIIIIIII"ImlIIIIIIIlaim
» 2
Main Back Find Find Template Custom  Substitution Add New Future  Curent  Former Community  Staff
Menu All i List  Letters/labels Tags ProForma Students  Students  Students  Defails Details
—— Select Type & Template
8 ] I il b ] |absence Letters |
o) Template Name Type
- Enter Body
v |[<<Included Text Block>> [] [[__mnsert | [rnsert 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 from to class, 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
fime 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.
= J
“
i
cancel | [ ] B
100 .. Browse i

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

done.

Creating a Template

Qustom  Ftwe  Cument  Former  Comenunity S
Lemors/Labels Students  Stucents  Sewderts Deals Deals

Body

Flio K] rempate Name ol
©8 Unexplained absences Absence Letters
©9 N-Award SC Warning Letters

® 10 Thank You for Your Enguiry-Information  Enquiry Response Letter
14 Application Acknowledgement - Prep

© 15 In-complete assessment suspension Academic waming
© 16 portfolio collection Middle School
®17 Suspension Out of College - AP Suspension Letters
<18 Suspension Out of College - LB Suspension Letters
© 19 Suspension Half Day In School - AP Suspension Letters
20 Suspension Half Day In School - LB Suspension Letters
e Parental Permission Leave - AP Absence Letters
e 22 Attendance Reference Reference
© 25 seeking permission for WISC Middle School
Inschool suspension Middle School
© 27 Out of school suspension Middle School
28 Parertal Leave Middle School

© 29 Application Acknowledgement - Prep
2 30 Application Acknowledgement - NMP - Yrs  Registrar - Applications
© 3R Excursion to Bathurst Excursions

en SMS To Student Example SMS To Student

© 34 SMS to Community Member Example SMS to Community Member
© 35 SMS to Staff Example SMS to Staff

© 36 SMS Student alert High School

© another test Excursons

< Exam notification High School o

0000000000000 O0OO0OO0OO0OD0O0OO0OOD0OO0OD0O0O0
o
R

© 4 Excursion Permission

Click the Add Template button
Give the template a name
Choose the type of letter

S

e NCNIDINL

1am wrking to bring to your attention the fact that according to our records <<Your
The purpose of this letter is to wam you that <<Your Current Student's Preferred
Thank you for your recent Enguiry about our school. Please find attached an

Subje Enrolment of <<Your Future Student Preferred Name>> in Prep

otification o

Portfolios of work produced by <<Your Former Student Preferred Name> > during

This is to inform you that <<Your Current Student's Preferred Name>> <<Your

This is to inform you that <<Your Current Student’s Preferred Name>> <<Your

This is to inform you that <<Your Current Student’s Preferred Name>> <<Your

This is to inform you that <<Your Current Student’s Preferred Name>> <<Your

Thank you for your letter advising that <<Your Current Student’s Preferred Name> >

To Wwom It May Concean

1am writing to inform you that we have identified that <<Your Current Student's

1 wish to advise that <<Your Current Student's Preferred Name>> has boen

1 wish to advise that <<Your Current Student’s Preferred Name>> has been

Thank you for your letter advising that <<Your Current Student’s Preferred Name>>
Subject: Enrolment of <<Your Future Student Preferred Name>> in
Subject: Enrolment of <<Your Future Student Preferred Name>> in

This is a letter about some things:

Attn <<(SMS) Preferred Name> >, Sports Carnival is cancelied due to the weather.

Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the

Attn <<(SMS) Preferred Name>> <<(SMS) Surname>>, the weather has forced the

Big Day Out has been moved to Bell St due to rain

<<Famiy Maling Title>>

Test new letter

Students wil be attending an excursion to Canberra on Monday 24th April. They will

Then click on the arrow (jump button) to type the letter.
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Formatting Template

@) Correspondence =
2 = -
B_J _O O Total (Unsorted) _-] ﬁ a Oﬁv = Q
Records Show All New Record Delete Record  Find Sort

mm I = el lerrw (28] Cesnimous.

Students  Students

Sded Type & Template
| Welcome Year 7 {Registrar -
Template Name Type
Enter mv
] v |l<Your Current Student Academic Year>> ivi Insert | |ll-"'ﬂllﬂl'-ﬂnl|
Choose tag 3. Place Cursor in body, below 4. Insert or Insert without formatting
[ canest | [ oK |

Choose the content of the letter or where the file where the letter will be
created. This example shows a letter to future students families.

Using the Text Ruler to set tabs

o (cormporeomsfom ) | oo N =) | (_omven ] (3] s
W\\\\\‘Illll\\\\ TTT L AL e B

1Y Hi<<Vour Future Student Enroiment Year>> NA]
2. Chwsehg 3. Place. Qlw body beh 4. Insert or Insert without formatting

four Future Student Enrolment Year>:

repare our ncoming Y r 7 students for their first year at High School, it has been decided to offer an extra opportunity for students and
nformal aimosphere pior t Orentaton Day.

o Wednesday 28th August 9,00am in the School Hall

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

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.

e NCNIDINL Denhiah Intra Madiile



Using the Text Ruler to Change the Tab Type

Tabs
l Type
| + @Left o 201.000
| 2 () Center -
2 (ORight Set
+ Olgnon

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.

Using the Text Ruler to Indent Text

Layout: [t' pond...Addr: v] I ViewAs:E = l B | I [ Preview ] S¢
m LI |lIQ£| LI |21Q£I LI |1IQ£I UL |4_IQQI L ]iIQQl L L
J

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

Letter Substitution Tags

dent Former
 scent Former Addressed to Family

[CISMS Community L Student Future Addressed to Famiyy

[0 svs seafl Clother...

[0 S¥S Student Current

<<Preferred Name>> Community::Preferred Name it Stodent Ourent

F3
%
oooooi

Student Former Addressed to Family
Addressed to Family

<<Given Names>> Community::Given Names

‘Student Former Addressed to Family
‘Student Future Addressed to Family
Other...

oooook
I

Community ‘Student Current
e [] Student Current Addressed to Family
Student

oooook

‘Student Former Addressed to Family
to Famil

Othe.

<<Maiden Name>> Community::Maiden Name Community. ‘Student Current

‘Student Former
‘Student Former Addressed to Family
to Famiy

ooooo|

Other...

<<Title>> Community::Title Community ‘Student Current

Student Former
Student Former Addressed to Family

to Family
Other...

‘Student Current
Student G,

‘Student Former
‘Student Former Addressed to Family
Student Future Addressed to Family
Other.

OO000R| [ OO000R0 [ 0000080 [ O0000R0 [ O0000Rd [ Oooooo!

z
oooooo||  ooooo

The tag (field) name.
The file name and actual field.

The File that the field will be used, when creating the letter.
To create a new tag.

i N
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Absence Letters - Correspondence

Communtty

Staff

Detalls  Detalls

=

<Missing: 100013,

Cue o

Search Print Move  Academic Student  Classes Future Former Family
Student Assistant Menu to Alumni Report Accounts  Detall  Students Students Details
Student Details Medical et~ IEEMIVAIGEN Pastoral Care Alert
o Mlsudentd  Wsumame Wit ame Second Names I L e — Blvear  Moftcow  flrouse
(100013 )(Graham ‘Amy Tahlia ) | (Mate J(18Dec1997 (12 125 ) (Blue
Family Details Parents / Guardians
Famiy Code a3 ity Name Fome Prone Work Phone vobie
[ALLANo2 |[Denbigh 02 3456 7890 ) | kim Jobson ) 02 1234 5678 ) (0414 123 456 =
+ roperty : ) [Hter
map E J Email )
Street Ll John St J = =
St (e = ) [ Wayne Jobson | 02 1234 5678 |[oa14123456 |
Country: Emall{shill@denbigh.com.au J Email | om.au JT

Current Archived

SMs

Current In Date Range

From

B w(

[] Part Day Explained

) ot Atendance pecetage

Apsence ] Full Day Explained [ Late Explained [ Excursion

[ Sick Bay

[ Letter to Parents (Found set) J [ Letter to Parents (This Student) J

;!gfz;“ [ Full Day Unexplained [] Part Day Unexplained [] Late Unexplained [] Study Leave
Medical Info
Date Absent_ Type Code Reason Amived Depates 2 PL P2 P3 P4 PS5BS

SMS Status _ Note Received

= ]
it L

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

Absence Letter to Parents

Date and Addressing Information
Address Type : Residential Address
Addressee :

Maifing Title :
Property :
street : 1 John St

iopney  Jnsw  Jaooo |

Informal Salutation

‘<<Your Current Student's Preferred Name>> ivi

1. Choose tag 2. Piace Cursor in body, below

[T 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 2
jattendance records.

3. Cick Insert

The teaching staff is keen that students attend school promptly so that classes can commence efficiently and learning can proceed without
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.

labsence 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

Print No letterhead ivi ‘

] [ ]

Print Layout :

[ cancel oK print |

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

"
Search Move Student Casses  Futwe  Former  Famly Communty  Staff

Student Assistant  Mew 10 Aumnl  Recort Accounts  Detal  Students Students  Detalls Detals Details.

Student Details + Modical Nert  TTHETERARET @ Pastoral Care ert

1il Socert 1§l Surname 151 Fost Narme 151 kpow As 181 Gender 131 Bithday 1l Yoo 117G 131 House
@ 100013 Graham Amy Tahlia Male 18 Dec 1997 12 125 Blue
Family Details Parents / Guardians
Family Code 141 Famity Name Home Phane Woek Phoea Mebie 1
@ ALLANOZ Denbigh 02 3456 7890 Kim Jobson 02 1234 5678 0414 123 456 = o
ST — Gurdn
map Street: 1 John St "w
Wayne Jobson 02 1234 5678 0414 123 456 (
NSW 2000 ot (Lo | ¢
Emal:  shil@denbigh.com.au Emal shill@denbigh.com.au
General Info > Correspondence
General Information General Info Hosts & Guardians Correspondence Emal Comms List Transport MCEECDYA Extra School Report Census.
Notes
For the found set of student records For this student
Medical Info Now ot to St | | Mew bt o Pweres | [a To Correspendence Mens | \ New bt 10 Pwverts |
po— Tide eody Signatoey Body
@ 2/02/2016 Jane Denbigh ? s gl
Timetat
g 100013 ALLANG2 8
‘ Academic Record | @ 14/12/2015 Jane Denbigh Test letter to parents. g
‘ | 100013 ALLANO2 -
G 21/092015 | In-complete Test ComespondenceWrite  Re: Notification of fourth in-school suspension due to late or incomplete &
Discpine assessment
100013 ALLANO2 . . . . . ")
CoCurriausar
@ 21092015 | In-complete Test Re: Notification of fourth in-school ion due to late or i sl g
assessment
Musc 100013 ALLANO2 . )

The letter will be stored with other correspondence

Hover over the Body field

09/21/2015

1 John St

Sydney NSW 2000

Dear Alex,

Re: Notification of fourth in-school suspension due to late or incomplete assessment

<<Your Current Student's Preferred Name>> failed to submit on time an assessment task for
xxxx and was placed on in-school suspension in the responsible thinking classroom. This is
the fourth time for this year.

Please refer to the assessment policy in the Student Diary (see page vi of Middle School Diary
or page xii of Senior School Diary) Note the policy indicates that if a student fails to hand in
three or more assessment tasks when due, the student and parents/guardians will consider
with the Academic Dean why the student should remain as a student at Denbigh

Demonstration School.

Please contact my personal assistant, Mrs Mary Jones, to organise an interview to discuss this
problem.

Yours sincerely

Test CorrespondenceWrite

This will display the letter stored
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Letter with tear off section

Select Type & Template
[a2 | [Excursion Permission ] [Permission Letter - Tear Off |
I Template Name. Type

- Enter Body
Student Current |+ | <<Your Current Student's Preferred Name>> v st | [ ]
1. Choose context 2. Choose tag 3. Place Cursor in body, below 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.

D

stu [ 7][<<Your Preferred Name>> 7] Insert | |m~m
1. Choose context 2. Choase tag 3. Place Cursor in body, below 4. Insert or Insert without formatting
PARENTAL Pl for tothe. WTA =
s s o confem that the letter, dated f, N
(Signature of parent) 1. /200 _(date)

Signature *
Cor Print No Add  —
Cor Print No L t
PARENTAL PERMISSION - Please sign this form and retum it to the § CO" d Print No L head with Tear Off =)
Tris is to confirm that | have received the letter, dated 7, regal COTTe@spondence Print Short Letter
(Signature of parent) Print with Letterhead
Print Detail Print with L head and Tear Off
]:. Print Media : print Laycut : [Correspondence Print Short Letter with Tear O

Choose a print layout with a tear off section.

e NCNIDINL Denhiah Intra Madiile



e

NCNIDINU

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 Schoo! Office.
This is to confirm that | have received the letter regarding James excursion to Canberra

of parent) . /200 (date)
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Emailing
Denbigh Admin can use standard email programs such as Outlook Express or
it may be configured to use a plug in that talks directly to your mail server.

Emailing from the Current Student File

Student Casses  Futwe  Fomer  Famly Communty  Soff
Accourts  Detsl  Stdents Sudents Detals  Detals  Detals

+ Mool Nert TEETRRNEEY O Postorsl Care Aert
1if shor it 131 st Narve 14 Second Nomes 131 oow As 18] Gonder 131 Bty (A A
@ 101 aham ahiia Male 18 Dec 199, 12

Family Details

General Info >

[ canerst tntormaton ——— b

For the found set of student records
New oms to St New o 10 Paents

Temetatie

Create emails to Parents or Student for the Current Student of Found Set of
Students or Parents.

E-mailing a Student or Found Set of Students

Recipients Attachments o Log

a a a

=]

1. Enter a Subject

2. Enter the details of the email
3. Attach documents if necessary
4. Preview the email if necessary
5. Send Email

6. Attachment

e NCNIDINL Denhiah Intra Madiile



Email Student/s

ot Mow Cosmes  Fuwe  Fomer  Fomy Communty St
Meru ™ Accourts Detsl Sudents Sugents Detali  Detals  Detais
Student Details # Modical Nert [WHETFERREEY  © Pastorsl Core Aert
1 Sttt © 141 Surewme 14 Pt Name [if Seondhames (il KrowAs [l Gender 3] Bethdey Yo [fToow L3 Heuse
® 100013 Graham Amy Tahlia Male 18 Dec 1997 12 12.5 Blue
Family Details Parents / Guardians
Taf Famiy Name ‘Home Phane Viork Phcea Mebie
Dentigh 02 3456 7690 Xim Jobson 021234 5678 0414 123 456 A
Gusrdon
1300 St b
Wayne Jobson 02 1234 5678 0414 123 456
Sydney Nsw 2000 ik [k
Emal: shill@denbigh.com.au Email ill@denbigh.com.au v
General Info > Ema
General nfo Hosts & Guarclans Comesponcerce | Emal | Comms st Trenspont MCEECOYA Exra 5ch00 Report Cenus
To bmei Hems
For the found set of student records For this student
ey i r———r—— ey [ prer—r——
Date Subject From status el Text
Jane Denbigh New eMail a s
Jane Denbigh New eMai 1 am writing to bring to your attention the fact that according toour 4

records <<Your Student Preferred Name> > has been marked as absent
from school for the fast 3 day in their school attendance records.

records <<Your Student Preferred Name>> has been marked as absent
from school for the last 3 day in their school attendance records.

11/04/2014  Absence Jane Denbigh eMail Sent 1.am writing to bring to your attention the fact that according to our |
records <<Your Student Preferred Name> > has been marked as absent
from school for the last 3 day in their school attendance records.

Record of email sent.

Emailing Staff regarding a student

Student Classes Futwe  Former  Famlly Communty  Staff
Detal  Students Students Detalls  Detals  Detalls

+ Modical Nert  THEESRAEEY  © Pastorsl Care Alert

cort® 1l Sumame ¢ N Second Nemes  [51 Know As 150 Gonder 151 Bithday L3 Yoo 11 TGow  J3F House
@ 100013 Graham Tahlia Male 18 Dec 1997 12 125 Blue
Family Details Parents / Guardians
141 Famiy Name Home Phore Work Phore Mcbie
Denbigh 02 3456 7890 Kim Jobson 02 1234 5678 0414 123 456 =
Gusrdon
Emal
1John St
Wayne Jobson 02 1234 5678 0414 123 456
Sydnn NSW 2000
e Father (Nom Resident)
Emal:  shill@denbigh.com.au Emal  <hill@denbigh.com au v

Classes > Classes

c

Future Classes Envolment Log Markbook Tasks Markbook Groups

PR & 1920 Change Cass

Normber of Units: 4

Course Cumenty 3 8
Class Code Code Class. Units  TTLine Teacher Reported &  reporting peod

© 120H1  128H Ancient History 2 1 Ms V Grierson e v X [
© ORs1 oS Chemistry Standard Dr M Burinson 8 M [ imporr|

© cas2 cas2 Creativity, Action, Service Mrs A Holmes. B |Ye X[ mee |

© 12601 126C Economics 2 Ms H Lee 8 ™ X[ |

o OB LR Foith in Sodiety Rev S Koning e v [~ ampo_|

© MS251  Ms2S Mathematics Studies Ms ) Berzin 8 ™ U .

© ToK23  TOKR2 Theory of Knowledge Mrs R Lam 8 &~ Impect |

Click the email button under the Classes tab.

e NCNIDINL Denhiah Intra Madiile



Date Created

vi Tue, 2 Fed

vi
) }
Add Reciplent
Date Sent
vl
Status eMail Subject No. Recipiarts
| New eMall | [ ] 7

skoning@denbighdemo. com.au
Rev Seforosa Koning

cerogndeme com &
" Marie Holmes

igh.com.au
Grierson

Creates an email to the teachers of the student.

Email Setup

Go to Database Configuration.

Choose the mail preference.

é) DENBIGH

School Detals Yeargroups Tutor Groups Houses/Faculties Timetable Rooms Calendar

eMailing Report POFs
Reports From Address

support@denbigh.com.au

To Email Fie
FileMai Subject Line for Emails
® SMTP School Report for >
Local Email Client The tag <student> will be replaced in the subject line
with the Student’s Preferred Name and Surna
St Logged [ 3ane Denbiah e —

oMal Access (oo Main Body for Emails
Dear <<Family Mailing Tle>>,
eMail Server Settings Please find attached the School Report for your
child <<Your Current Student’s Preferred Name>>
Val Server ;[ emitp.gmail.com
Should you have any queries I can be contacted on
Por:[ 587 55t/ ssi0n v TLS | After Connect

The tag <student> will be replaced in the body text
with the Student's Preferred Name'

Pushover Notidfications ‘

Choose the email Preference. The SMTPit with HTML supports formatted
emails and will translate any formatting in the email content to HTML. No

L) NCNIDINL
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HTML tags or programming is required. If Gmail support is required, please
check the Use Gmail tick box. This will use the Staff's Email address as the
login name for the Gmail account and will prompt the user for their password
when sending emails.

Note there is no more Denbigh Plugin or Denbigh email setting

Staff Access to Email

Staff Details WWCC Alert
[DENJ |[Denbigh |[3ane Il | ][Head of Middle School ] 2[500063 |
%y Code  [fy) Suname )| First Name Second Names Known As #y)| Position #4)| Community 1D
General Info | Ciasses | Timetable | Tutor Group | Absences Extras | CoCurricular | Groups | [c [ Nates | |
[ School Info [ [ Account / Emall Info | Securlty
Account / Email Info / Security
DENBIGH [denbigh ][ D= eMail [ Prevent Security Idie Timeout [ | Override Idie Time
est User ST return to if in these files :
e'_‘bi h [] Addresses [] Markbook Groups [ Transport Passes
[0 Attendance [ Markbook Task Students [ VCAL
@ Yes O No Denbigh O Audit [ Markbook Tasks Groups VSR
Allow eMail Proxy Username [ Calendar Bookings [ Markbook Tasks
- [ Calendar Events [J Markbook
ReAuthenticate lenbigh | [ Calendar [ Notes
iR O Classes O Photos
(O] varkbook Administrator O Cluos Oros
Pushover Device Name (] Community L] Program
Oon Ooff [ Correspondence O purchasingInterface
Auditing Switch {overrides the system setting, for this user) [] Denbigh Assets [ References
. ; [ benbigh Calendar [ ReportArchive
D Log Viewing of Data in files O Dsup?r\e O Raggns
[ Email Osms
[ Enroliment Report 0 staff
[ Extra Curricular [ Student Class Enrolments
[ Family [ Student Current
O Finance O Student Former
[ Finance_Correspondence [ Student Future
[ Function [ Test Results
O Internal Messaging O TextBooks
Oios O Times
‘eMail Signature HTML Wrapper. ] MainMenu [ Timetable Lessons
_ - [ Markbook Group Students [ TimeTables
mm)mmf’g’;’”m Users will need to log out and back in to apply new setings.
if you require adaitional tags, ot denbigh know.

For staff to have permission to send emails, ensure the Allow Email check box
is yes. If staff signature is required, please enter it in the email signature
wrapper field. This can be plain text, formatted text, or html coded text. Use
the substitution tags to display the correct information in the email signature. If
more tags are required, please contact Denbigh Support and let them know
what tags you want to add.
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