SCHOOL LETTERHEAD
Date

Dear Parent/Guardian of (Student Name):

This letter is to inform you that (Student Name) has a total of 3 or more unexcused absences on 3 or more separate days this school year.  Under Minnesota law, a child who misses three full days of elementary school or three or more class periods on three days in middle, junior high or high school, without a valid excuse is considered a “continuing truant.”  You will find your child's attendance record attached. If any of the absences were for valid excused reasons (listed in the table below), please give us a call. You can find the district’s attendance policy included with this letter. Please also see required legal notices on back of this letter. 

Regular, on-time attendance is an important factor in helping children succeed in school.  Research shows that as little as 2-3 absences a month may impact your child’s success in school. We care about your child and helping them be successful at school! I am here to support you and your child with getting to class and overall attendance. If there is anything we can do together to help your child, please don’t hesitate to reach out to me via email (EMAIL) or telephone (NUMBER). You know your child best, and I look forward to working with you to ensure the best possible school experience for your child.

According to school attendance policy and procedure the following steps will occur:
· Monitor student's attendance daily and communicate with caregiver(s). 
· Meet with students and parents/guardians at five (5) unexcused absences to make an attendance plan.
· [bookmark: _Hlk177030691]Report to the child’s county of residence at seven (7) unexcused absences on seven days for educational neglect/truancy as required by MN law. This is done if the school’s reasonable efforts to help the child/family have failed. 
· Send a letter letting families know when children have 10 excused days, requiring documentation for future excused absences. 

	Excused absences
· medical/dental appointments
· Illness
· Weather 
· Family emergencies
· Funerals
	Unexcused absences
· Absences that are not reported by parent/guardian to the school
· Work
· Oversleeping
· Transportation issues/missing the bus
· 3 tardies = 1 unexcused absence 
· Skipping class
· Leaving the building without permission


If your child is absent for the day, please contact the school so we can keep our attendance updated.  
Elementary: (PHONE #)        MS/HS: (PHONE #)

We hope this information will be helpful as we work together to improve your child’s attendance
Sincerely,

NAME
TITLE
cc: Student Cumulative File

Legal Notices Required under Minn. Stat. 120A.34 for Compulsory Attendance

260A.03 NOTICE TO PARENT OR GUARDIAN WHEN CHILD IS A CONTINUING TRUANT.

Upon a child's initial classification as a continuing truant, the school attendance officer or other designated school official shall notify the child's parent or legal guardian, by first-class mail or other reasonable means, of the following:

(1) that the child is truant;

(2) that the parent or guardian should notify the school if there is a valid excuse for the child's absences;

(3) that the parent or guardian is obligated to compel the attendance of the child at school pursuant to section 120A.22 and parents or guardians who fail to meet this obligation may be subject to prosecution under section 120A.34;

(4) that this notification serves as the notification required by section 120A.34;

(5) that alternative educational programs and services may be available in the child's enrolling or resident district;

(6) that the parent or guardian has the right to meet with appropriate school personnel to discuss solutions to the child's truancy;

(7) that if the child continues to be truant, the parent and child may be subject to juvenile court proceedings under chapter 260C;

(8) that if the child is subject to juvenile court proceedings, the child may be subject to suspension, restriction, or delay of the child's driving privilege pursuant to section 260C.201; and

(9) that it is recommended that the parent or guardian accompany the child to school and attend classes with the child for one day
