Dear Parent/Guardian,

We at [insert school name] are committed to supporting student achievement and success. We want to ensure that all students fully benefit from their educational experience. One of the ways we can help students succeed is by promoting consistent attendance.

When students are absent, they miss critical opportunities to learn from and to contribute to the [insert school name] learning community. Research shows that consistent attendance is essential to student learning and success. Consistent attendance improves academic achievement and supports social and emotional development. Children at all grade levels benefit from consistent attendance.

Every school day matters in a child’s education. Nationwide, roughly one in seven students are chronically absent from school, meaning they were absent 15 or more days. That’s 14 percent – or over 6 million – of the nation’s students. The negative effects of too many absences – also called chronic absenteeism – can cause your student to fall behind in school. Just two absences per month can add up over the school year to a month of missing school.

It’s clear that consistent attendance is critical to students’ success, but we understand that it can sometimes be difficult to ensure that your student is in attendance every day. We at [insert school name] are here for you and your student, and we have a number of resources that can help improve your student’s attendance.

[Insert contact information for school staff responsible for supporting student attendance, such as a guidance counselor, attendance interventionist, or social worker, and programs or services available to help families improve student attendance.] 

While consistent attendance is critical to your student’s learning and development, we understand that students may be absent from school due to illness, family emergencies, important cultural events, or other reasons. If your student is going to be absent or late to school, please contact [insert attendance secretary’s name] at [insert attendance secretary’s phone number]. [Insert additional school or district policies and expectations for reporting when a student will be absent or tardy]. 

At [insert school name], we have established the following rules on attendance to ensure that students are attending school consistently. [Insert school policies or procedures on excused and unexcused absences, tardies, etc. excerpted from your Student Handbook. Provide a link to your handbook for additional information.] 

Thank you for your cooperation in ensuring that your student attends school regularly and fully benefits from the educational opportunities we provide. We look forward to your student’s attendance at [insert school name].

Sincerely,

[bookmark: _GoBack][Insert principal’s name]
Appendix A: Sample Letter to Parents
Forum Guide to Collecting and Using Attendance Data
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