SAMPLE PARENT LETTER REGARDING EXECESSIVE ABSENCES

Date:

Re: Student Absences

Dear Parent(s)/Guardian:

Attendance is an essential component to a student’s academic success. Often, the number

of days that students are absent accumulate without parents realizing how many days

have been missed.

This letter is to inform you that your child has accumulated at least ________(#) absences. At

this time, you and your child have an opportunity to work towards improving attendance

without further intervention. However, after ________ (#) absences, the school may ask to the School Social Worker to work with you and your child to address attendance. A copy of __________________ School District Student Attendance Policy is attached for your review.

We look forward to working with you to improve your child’s attendance. Please contact us if there is any way that we can assist in this process. Thank you in advance for your support and cooperation.

Sincerely,

Principal

Enclosure : Local Attendance Policy

cc : School Social Worker 

Attendance Policy Effective (Date):_____________

Excessive Absences
   1. The following provisions apply to absences during a school year.
   2. Days students are absent due to out-of-school suspension shall not count as unexcused 
absences for the purposes of determining truancy (S.B.O.E. 160-5-1-.10).

   3. After ________Absences: 

       a. Excused Absences: The teacher will contact the parent or guardian by telephone or 
parental conference regarding attendance when possible. If contact is unsuccessful, 
then a letter or postcard will be sent. 
       b. Unexcused Absences: After two reasonable attempts to notify the parent, guardian, 
or other person who has control or charge of a child of five unexcused absence 
without response, the school shall send a notice to such parent, guardian, or other 
person by certified mail, return receipt requested. The letter is to include a copy of 
the Compulsory Attendance Law (O.C.G.A. 20-2-690.1) 

   4.  After __________Unexcused Absences by students 14 years old and older, schools 
and/or school social workers shall notify students they have only three unexcused 
absences remaining prior to violating the attendance requirements contained in 
subsection (a.1) of O.C.G.A. 40-5-22.

   5. After ___________ Absences: 

       a. Excused: A letter will be sent from a school administrator to the parent or guardian 
regarding attendance. This letter should not be sent for a child with documented, as 
defined in Section A above, illness unless school administration and/or the school 
social worker determines it necessary. In addition, an administrator shall confer with 
a School Social Worker to determine whether a referral is warranted, at this time.

       b. Unexcused: A letter will be sent from a school administrator to the parent or 
guardian regarding attendance. If the student is between 14 and 18 years of age and 
the ten unexcused absences are within one semester or two consecutive quarters, 
his/her eligibility to obtain or retain an instruction permit or driver’s license may be 

          impacted.  

   6. After _______ Absences: 

a. Excused:  A school administrator shall confer with a School Social Worker to determine whether a referral is warranted, at this time.

b. Unexcused: A referral shall be made to the School Social Worker using the social work form. 

       c. If a referral is made to the School Social Worker, an administrator must sign the 
form and all relevant correspondence and documentation must be attached. The 
Social Worker will work with the student and family in order to address the 
attendance problem. The Social Worker shall involve agencies and services such as 
mental health, social service agencies, clinic assistant or school nurse, student and 
parent groups, truancy panel, and Department of Family and Children Services. If 
the Social Worker interventions are unsuccessful, a complaint shall be filed in the 
appropriate court of law. 
(adapted from Cobb County Policy and letter)

