Date ____________

 Dear ___________________,

This letter is being sent to you because your child was absent for at least two days and we did not receive a call from you about your child’s absence. 
According to our Attendance Policy:

When a child is absent, families are expected to contact the classroom team prior to the beginning of the child’s school day and give the reason the child will be absent. 

If your child is absent for more than one day you are still expected to call each day prior to the beginning of the child’s school day to update us on your child’s absence. 

Once your child has been absent for more than two days the child’s attendance is then referred to the family’s FSE (Family Services Educator). Please contact your FSE right away with the reason your child was been absent. Please leave a message if no one answers. If you have already contacted us since this letter was mailed thank you. 
You can reach your FSE by calling: 

Name_________________________________

Phone Number_________________________
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