Five or more unexcused absences.

Note: It is important to designate a second staff member who parents can easily reach by phone to schedule the required meeting.  
Date
Name
Address

Dear (Parent/Guardian):

This letter is to notify you that (Student’s name) has had unexcused absences on (list dates of unexcused absences). 
An unexcused absence is when a student has not attended the majority of the school day and a parent or legal guardian has not given the school a valid reason for the student’s absence. For more information, please see our district attendance policy.
As you know, daily school attendance is crucial to student academic achievement. That is why Washington State has a law about school attendance. The law requires that schools keep track and report unexcused absences and that school officials file a petition in juvenile court for any student who has seven (7) unexcused absences in a semester or ten (10) in during a school year.  This law is often referred to as the Becca Bill.
We want to work together with you and your student to prevent further unexcused absences.

We have scheduled a meeting with you and your student (name/last name of student) to discuss the cause or causes of these absences and find a solution to the problem.  This meeting will take place on (date of meeting) at (location of meeting) at (time of meeting).  The following school officials will also attend: (Names of school officials).

If this is not a convenient date or time for you to meet with us, please call me at (phone number) or e-mail me at (e-mail address).  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 re-schedule the meeting.

We look forward to seeing you at the meeting.  If you do not call us to reschedule, the meeting will take place at the above date, time and location.  

Thank you for supporting your student’s academic success. 
Sincerely,

