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September 26, 2011

Dear Parent / Guardian,

As our Interactive Voice Response System (IVR) message to you indicated, we are conducting a review of contact information for your son/daughter.

Accurate information permits us to communicate with our school community efficiently about matters of attendance, school-wide events, changes in the school schedule or matters of urgency.

It is important to have accurate contact information in the event of an emergency.

· Attendance information can go to your cell phone

· Please use a red pen to make changes

· If there are no changes, please sign to indicate you have reviewed the data

· Ensure accurate phone numbers (including cell phone) are listed

· Check the access privileges for your student.  

· Check the priority level for each parent/guardian.  Number 1 priority should be assigned to the first person to be contacted regarding matters pertaining to the student.  Number 2 for the second person and so on.

· The final person is an emergency contact who would be phoned in the event that the first and second priority contacts failed.

· If applicable, check custody.  Any change in custody must be accompanied by legal documentation. 

· Please check and update if necessary any Medical Alert Information.  If your son/daughter has an Epi-Pen, please indicate where it is kept.

Please return the forms to the school by Friday, October 14, 2011.

Thank you for taking the time to do this.  The data sheet in particular, allows us to update our records and ensure we have the information necessary to communicate effectively with you.
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