<PRINT ON SCHOOL LETTER HEAD>
<Insert date>
Request for Resource Review
Dear  <insert name>
Your request for reconsideration of <insert title of the resource> has been referred to our Resource Review Committee.

Our school has a formal Resource Review Procedure for ensuring that all aspects of your request are carefully considered. This procedure is based on the recommendations of the School Library Association of Queensland and includes:
· a written request for reconsideration of the resource using the school’s Request for Reconsideration of a Resource form
· consideration of the resource by a Review Committee.
The Resource Review Committee in line with our Collection Development Policy comprises the teacher-librarian, two staff members and a P&C representative. You may be invited to a meeting of the Resource Review Committee to discuss an appropriate course of action, and you will be notified of the result of the review. Please find a copy of our attached.
In accordance with the resource review procedure, I am enclosing a copy of the school’s Collection Development Policy and a copy of the Request for Resource Review form for you to complete and return at your earliest convenience.

The resource will remain in circulation to students until the result of the decision is known. During this time you may choose for your child to not borrow the resource.

Yours sincerely
<Insert principal’s name>

Principal
<insert school name>
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