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Look at how the letter is written. Now look at the letter below. Do you know what should
go in each space? There are some things to help you at the bottom of the page.

The sender’s address The actual letter The date

The closing of the letter The sender’s signature

The sender’s printed name The opening of the letter (who the letter is for)




Section 8: Health



Absence letter

1.
Who do you think Ms Lee is?

2.
How long has Sara been away from school?

3.
Why?

4.
What does Fawzia want Ms Lee to do?

5.
How will this letter help Sara?


Blank letter

Look at how the letter is written. Now look at the letter below. Do you know what should go in each space? There are some things to help you at the bottom of the page.


Letter writing practice

It is important to tell the school, nursery or college that you or your child has got an infectious disease. They need to make sure that no one else catches it.

Imagine that your child has caught head lice. You have washed their hair with special shampoo from the chemist but you still need to tell the school that they have been infected. Write a letter to their teacher to explain. 

1.
Plan your letter:

· Start and end your letter correctly, so decide who the letter is to.

· Include the date.

· Say why you are writing the letter.

· Give an explanation of what has happened.

· Write what you want to happen now.

2. 
Read your letter carefully and make sure you are happy with it. You need to check your grammar, spelling and punctuation.
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Absence letters to school





8.2





Absence letters to school





14 Main Street


Leicester


LE8 1PS





14 February 2005





Dear Ms Lee, 


 


I am sorry that Sara did not come to school last week. She had chickenpox and the doctor said she had to stay at home.





She is better now but she still has some spots. They look bad but she can't give them to anyone else. Can you tell the other children it is all right to play with her?





Yours sincerely,





Fawzia Abdullah





Fawzia Abdullah (Mrs)
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Absence letters to school
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