Two Unexcused Absences in a Month Letter
It is important to designate a second staff member who parents can easily reach by phone to schedule the conference.  
Date 

Name

Address

Dear (Parent/Guardian):

This letter is to inform you that (Student’s name) has had unexcused absences on the following days: (dates of unexcused absences). 
An unexcused absence is when a student is absent for the majority of the school day without a valid excuse from a parent or legal guardian. For more information, please see our district attendance policy.
As you know, daily school attendance is crucial to a student’s academic success. That is why Washington State has a law about school attendance. The law (RCW 28A.225.020 and RCW 28A.225.030) says that if a student has two unexcused absences in a month, the school must schedule a conference with the parent or guardian and the student. The purpose of the conference is to discuss the steps each of us will take to eliminate or reduce your child’s absences.

We want to work together with you so that your student does not continue to miss school without a valid excuse.  We have scheduled a meeting to discuss this issue with you and your student (name/last name of student) on (date of meeting) at (location of meeting) at (time of meeting).  The following school officials will also attend: (Names of school officials).

Please call me at (phone number) or e-mail me at (e-mail address) if this is not a convenient date and time to meet. If I do not answer when you call, please contact (Insert second contact person) at (insert a second phone number or e-mail address) to schedule the meeting.
This meeting will take place at the above date, time and location if you do not call us to reschedule.  
Thank you for your support in promoting regular attendance. I look forward to meeting with you.
Sincerely,

