


To
[The Recipient Name]
[Address]
We received your complaint regarding the incident that took place on [date]. On behalf of the school, we want to reassure you that we have fully investigated the matter and the facts that have come to light are as under:
The students of grade eight were having a practice cricket match in preparation for the inter-school cricket tournament when some students from another school broke into the ground. This resulted in an argument which ended up becoming a full-blown fight between the boys. The teachers and the cricket coach who was present on the scene controlled the situation and the imposters were thrown out.
We are very concerned about the entire incident and want to reassure you that it would not be repeated. The first step we have taken is raising the walls of the play area and increasing the number of guards present on the premises. In addition, it has been decided that the practice matches would end by 6 am in the evening i.e. well before sunset.
We respect your concerns and realize that the student’s safety inside the school premises is the school’s responsibility. Rest assured that we take this responsibility very seriously and would be extra vigilant in the future. We want to apologize for the stress this incident caused all the parents. If you have any further queries or any suggestions in this regard, feel free to communicate them to the school administration as we have an open-door policy and always welcome and value the parent’s input.
Looking forward to your positive response.
[Your Name]
[Designation]
[Organization Name]
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