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Date ______________________


Dear Mrs. Hooper 

My son/daughter, (child’s name)___________________________, is in class _______ at West Heath Primary School.

1) I am writing to schedule a time to come and review all of my child’s records. 

Or 

2) I am writing to request copies of the following records –

Please let me know when I can come in to see the records or when copies of the records will be available for me to collect.

I look forward to hearing from you soon. Thank you for your assistance.

Sincerely,

Please print your name ____________________________________________
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