	SHIBUTZ
Parent Notification Letter
Editable language for sharing class assignments with families.
	




	How to use this file
Replace every bracketed field, delete the staff-only guidance page before sending, and keep the message focused on the student assignment. Avoid naming other students, peer conflicts, or private placement factors.



	School name
[School Name]
	Grade / year
[Grade / School Year]

	Office contact
[Name, email, phone]
	Response deadline
[Date]



FAMILY-FACING COPY
Ready-to-edit family letter
[Date]
Dear [Family/Guardian Name],
We are writing to share [Student First Name]’s class placement for [School Year]. [Student First Name] has been assigned to [Teacher/Class Name].
Our placement team reviewed the class lists before finalizing assignments. We considered learning and support needs, peer relationships, and the overall makeup of each classroom. Our aim is to give every class a workable mix of needs and strengths.
Placement decisions are made for the whole grade, so we are not able to share details about other students or individual family requests. If you believe there is important information we missed, contact [Office Contact] by [Response Deadline].
We look forward to welcoming [Student First Name] to [Teacher/Class Name].
Warmly,
[Principal/School Leader Name]
[Title]


	SHIBUTZ
Optional Inserts
Use only the sections that fit your school’s communication style.
	STAFF COPY




CUSTOMIZE
Optional paragraph bank
	Situation
	Editable wording

	Teacher not announced yet
	Your child has been placed in [Class Name]. We will share teacher information when staffing is finalized.

	Multi-age or flexible groups
	Some students may work across flexible groups during the year. The class placement listed here is the student’s home classroom.

	Requests policy
	Family input was reviewed as part of the placement process, but requests could not be guaranteed because every class must remain balanced.

	Appeal boundary
	We can review new information that affects student safety or support. We do not reopen placements based only on teacher preference or friend requests.



PRIVACY GUARDRAILS
Do not include in family letters
	Avoid
	Use instead

	Names of other students, separation reasons, behavior labels, or private support details.
	Plain language about the process, the assignment, and who families can contact with new information.



	School-specific edits to make before sending
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