27 July 2016
«Parental_addressee»
«AddressBlock»


Dear «Parental_Salutation»,

Re:  «Forename» «Surname»          Reg Group: «Reg»
It is with regret that I am writing to inform you that due to «Reason_For_Detention» which took place on «Date», I intend to keep «Forename» for a period of «Total_Time» minutes. This will take place on «Day_of_Week» «Detention_Date» from «Start_Time» to «End_Time» in «Location».

Please can you stress the importance to «Forename» of attending this detention and make alternative arrangements for M IF  = "M" "him" "her" 
him
 to return home after the session. I would ask for your full co-operation in this matter.

If there is any reason why «Forename» is unable to attend the detention at this time, please could you inform the school at your earliest convenience.

Yours sincerely,

Head Teacher

