Date

Dear Parent or Guardian,

Your child has just begun Step 1 of the MAISD TRUANCY REFERRAL PROCESS.
This is a new process that most county school districts will implement to help deal with poor school attendance (truancy).  Here is what you can expect to happen:

Step 1 – Once your child has missed 7 or more days of unexcused absences, you will receive a letter, phone call, home visit, or possibly all three, to alert you that your child is missing too much school. 

· If your child is passing all classes and attendance improves, this is the end of the process.

· If your child is failing classes and/or attendance doesn’t improve, he/she will move on to Step 2.    This will happen automatically if your child misses 5 more days (a total of 12 unexcused days) in the school year.

Step 2 – You will receive a Notice of Compulsory School Attendance to explain state laws and penalties that you may charged with and a Parent/Guardian Truancy Checklist to offer some ways to assist you in helping your child stay in school.

· If your child is passing all classes and attendance improves, this is the end of the process.

· If your child is failing classes and/or attendance doesn’t improve (if they miss 3 more unexcused days for a school year total of 15 days), he/she will move on to Step 3.

Step 3 –  You will receive a letter from an officer of the law requiring you to attend a mandatory meeting between the school staff and the family.

· If you attend the meeting, your child is passing all classes, and your child’s attendance improves, this is the end of the process. 

· If you don’t attend the meeting, your child is failing classes, and your child’s attendance doesn’t improve, he/she will move on to Step 4. 

Step 4 – Referral to Juvenile Court for students 16 years or younger for truancy or referral to Family Court for Parental Neglect.

	Note to Parents:

Our research has found that truancy patterns start as early as kindergarten. Students who miss too much school often struggle throughout their academic career. Therefore, this program is cumulative from year to year.  In other words, once a student has reached a particular level, they never start over. The only options are to improve attendance and therefore avoid moving on to the next step or continue being truant until you, your child or both of you are referred to court.  For your sake and for the future of your child, please take this process seriously and keep your child in school. 


MAISD TRUANCY REFERRAL PROCESS

After a MAISD recommended 7 absences or according to the school handbook:

· Is there a legitimate reason for the number of absences?

· If yes…Continue to monitor attendance and grades. 

*Case closed if problem ends.

· If no…Is the student passing or failing due to the excessive absences?

· If yes (passing)….Continue to monitor attendance and grades. 

*Case closed if problem ends.

· If no (failing):   GO TO STEP 1
STEP ONE

School sends Initial Parent Letter 1.1 to parent/guardian

School begins Truancy Referral Form 1.2

The principal or person in charge of attendance will speak to the parent/guardian and send a letter home.

· Does the student’s attendance improve?

· If yes… Continue to monitor attendance and grades. 

· Send a letter of acknowledgement to parent recognizing the improved attendance Parent Letter-Attendance Improving Form 1.3

Continue to monitor attendance and grades. 

*Case closed if problem ends.

· If no… Is there a legitimate reason for the number of absences?

· If yes…Continue to monitor attendance and grades.

*Case closed if problem ends

· If no…Is the student passing or failing due to the excessive absences?           

· If yes (passing)…Continue to monitor attendance and grades. 

*Case closed if problem ends.

· If no (failing): 

After a MAISD recommended 5 additional absences (12 total) or according to the school handbook…

GO TO STEP 2
Note – Before going on to Step 2, school will fill out Truancy Case Follow-Up Form 1.4

Please Note:

Although our truancy steps are cumulative from year to year, at the beginning of the school year, the principal may use his or her discretion before moving on to the next step.  Document each contact and action on the forms and on the Contact Log.

STEP TWO

The principal or person in charge of attendance will send home a second letter (Form 1.1 or similar) along with the Notice of Compulsory School Attendance Form 2.1 and Parent/Guardian Truancy Checklist Form 2.2

A follow-up phone call is recommended. A referral to a social agency may also be considered and made if deemed appropriate.

· Does the student’s attendance improve?

· If yes… Continue to monitor attendance and grades.

*Case closed if problem ends.

· Send a letter of acknowledgement to parent recognizing the improved attendance Parent Letter-Attendance Improving Form 2.3
Continue to monitor attendance and grades.

*Case closed if problem ends.
· If no… Is there a legitimate reason for the number of absences?

· If yes…Continue to monitor attendance and grades.

*Case closed if problem ends.

· If no…Is the student passing or failing due to the excessive absences?           

· If yes (passing)…Continue to monitor attendance and grades.

*Case closed if problem ends.          

· If no (failing)…

After a MAISD recommended 3 additional absences (15 total) or according to the school handbook…

GO TO STEP 3  

Note – Before going on to Step 3, school will fill out Truancy Case Follow-Up Form 2.4

Please Note:

Although our truancy steps are cumulative from year to year, at the beginning of the school year, the principal may use his or her discretion before moving on to the next step.  Continue to document each contact and action.

                                                     STEP THREE

A letter will be sent requiring a mandatory meeting between the school and the parents.

Use Form 3.1 Parent/Guardian Warning Letter 

This letter is to be delivered by an officer of the law who will stress the importance of complying with the letter.  Use Delivery Record Form 3.2.  Letter must be served in person on the parent/guardian, the proof of service must be completed by the officer, and returned to the school.

At the same time, notification (complete documentation of the case) will be given to the MAISD attendance officer (if school does not have their own), who will write a letter to the parents.

· Does the mandatory meeting take place? 
· If yes… Use Form 3.3 Parent/School Meeting Summary 

As part of the meeting, a letter from the prosecutor will be presented stating the necessity for good attendance and the consequences for going to Step 4.

· If no…

·  Does the student’s attendance improve?

· If yes…Send a letter of acknowledgement to parent recognizing the improved attendance Parent Letter-Attendance Improving Form 3.3

                         Continue to monitor attendance and grades.

*Case closed if problem ends.
· If no… 

GO TO STEP 4

Note – Before going on to Step 4, school will fill out Truancy Case Follow-Up Form 3.4

Please Note:

Although our truancy steps are cumulative from year to year, at the beginning of the school year, the principal may use his or her discretion before moving on to the next step.  Continue to document each action and contact with parent/guardian.

                                                     STEP FOUR

Has the school documented all three steps (Forms 3.1, 3.2 & 3.3) and sent them and supporting documents to the school Attendance officer or MAISD Attendance officer?

· If no…The school needs to repeat and document the missing steps in the process.

· If  yes… If the school official believes ample time has been offered to the parent and student to comply with State law, a referral will be made to the prosecutor’s office through the schools’ Attendance officer or the MAISD.

· The school will turn over enforcement of attendance to the legal system.  Should the MAISD Attendance officer file a Court Petition on behalf of the school official, it is expected that the school building official and other appropriate personnel will make themselves available for any and all court appearances, hearings, or filings.
Use Truancy Referral Form 4.1 (to refer the case the MAISD Attendance officer) or Form 4.2 JC 04 Juvenile Court Petition 

Continue to monitor attendance and grades to assist court process.  

Please Note:

Although our truancy steps are cumulative from year to year, at the beginning of the school year, the principal may use his or her discretion before moving on to the next step. 

