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Sample Attendance Notification Templates
Schools can use the templates below to share attendance information with families in a clear, supportive, and approachable way. 
Templates
Letter/Note to Parent(s)/Caregiver(s):
To the family of ______________________, 
Our school wants to keep you updated about your child’s attendance because it’s an important part of their success. So far this year, [Student] has missed [X] days/[Y] hours of school. We understand that absences happen. Being in school helps students build confidence, stay connected with teachers and friends, and learn important skills. If there are challenges making it hard for [Student] to attend, we’d like to partner with you to find solutions. You can reach us by phone or email, or by scanning the QR code below to set up a meeting.

Insert your QR code here!

Sincerely, 
[Principal’s Name]
[Contact Information]
                                                          
                                                       
Text Message
Hi [Parent/Guardian Name], this is [School Name]. We want to keep you updated on [Student]’s attendance. So far this year, [student] has missed [X] days/[Y] hours. We know absences happen. Being in school helps students build skills, confidence, and friendships. If anything is making attendance difficult, we want to work together to find solutions. Please let us know how we can help at [phone/email address].

SMS Version (<158 characters)
Hi [Parent/Guardian Name]! [Student] has missed [X] days of school. We know absences happen, but regular attendance helps them succeed. Reply for support.
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