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Letter templates to headteacher
How to use this template: fill in the orange placeholders with your own details. Delete any italic notes in blue and make sure it is all in black font before copying and pasting it on to email. You can also adjust the tone — this letter is written to be constructive and collaborative.
Subject: Request to discuss [insert area you would like to discuss]
Dear [Headteacher name],
I am writing as a concerned parent of [child’s name], who is currently in [year/class], to request a meeting to discuss [insert area you would like to discuss, e.g: the quality and variety of the food provided/the snacks available/short lunch hours] at [school name]. 
My child [describe the issue as it affects your child — e.g. regularly comes home hungry / does not have enough time to eat before the bell / finds the queue so long,they skip lunch / has very few options they enjoy or can eat]. I am also hearing similar concerns from other parents, which suggests this may be affecting a wider group of pupils.
I believe this is an important issue that affects students’ health, focus, and overall school experience. Optional: add a sentence here about research linking school food quality to concentration and learning if you have seen relevant statistics.
I would therefore like to meet and discuss the following
Transparency about the challenges in improving meal quality and variety.
Reviewing the current menu to ensure it offers a nutritious and appealing range of fresh food.
Involving students and parents in providing feedback or suggestions for meal planning. For example, a pupil and parents surveys or meetings.
I would appreciate the opportunity to meet with you and, if appropriate, the catering manager, to discuss how parents might support the school in achieving these objectives.
Please let me know a convenient time for you to meet. I am available on [insert a few available dates/times].
Thank you for considering this, I hope we can work together on some positive strategies that build a healthy and inclusive food culture at [school name].
Kind regards
[Insert Name] 
[Optional: names of other parents supporting the letter]

Follow-up meeting template
Subject: Follow-up on school meals meeting
Dear [Headteacher name],
I’m following up on my previous email regarding a meeting to discuss the quality and variety of meals at [school name] for [child’s name] in [year/class].
Many parents, including myself, are concerned that the current menu may not fully meet students’ nutritional needs. Studies show that balanced school meals support better focus, learning, and overall health.
I would greatly appreciate the chance to meet with you, and if possible, the catering manager, to discuss menu improvements and ways to involve parents and students in feedback. I am available on [insert dates/times] and can adjust to suit your schedule.
Thank you for considering this. I look forward to your reply.
Kind regards,
[Insert Name]
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