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Appendix A
Parent Notifications and Parent Information/Signature Forms
About School Attendance Review Boards (SARB) Forms

The use of uniform attendance forms within the SARB’s area builds consistency and helps expedite processing of paperwork.

Education Code Section 48260.5 requires very specific language for the first notification of truancy, but most attendance documents can be modified to suit the population served by the SARB. 

Note: Assembly Bill 1610 (2010) amended the initial truancy notice mandate and the habitual truancy notice mandate to state that districts may use the most cost-effective method possible for notification, which may include electronic mail or a telephone call.

About the Translations Offered Here

The forms, letters, and other documents translated here are taken from Appendix A of the SARB Handbook. Translations are provided for any template intended to be sent to parents. Materials in Appendix A that are intended for internal district use, such as stickers, formal policies, or summaries of action, have not been translated.
The translations are offered to schools, districts, and county offices, free of charge, as a form of technical assistance. The California Department of Education (CDE) recommends that local users of a translation confer with local translators to determine any need for modifications (e.g., the addition of local contact information or local data, or modifications in language to suit local needs). 

Comments or questions regarding any of these translations should be directed to the CDE’s Clearinghouse for Multilingual Documents at cmd@cde.ca.gov.
California Department of Education 





June 2015
[Welcome to School Letter from Principal]
[Issue on school letterhead.]
[Date here]
[Add here the name and address of parents.]
Regarding: ____________________ 

Dear Parent: 

The school year is beginning soon, and I want to welcome you as our partner in your child’s education. We value, appreciate, and seek out your involvement and collaboration for the success of your child.

We are asking all parents to help us ensure the regular, on-time attendance of their children at school. We monitor attendance closely because research has shown that regular attendance is vital for the success of children in school. California law states that absences are excused only if the child is ill or there is an excuse which meets the requirements of the California Education Code Section 48205. Even excused absences that cause your child to miss significant amounts of school can cause your child to fall behind in class.

Education Code Section 48260 defines a truant as a pupil who has missed more than 30 minutes on three days without valid excuse in one school year. Our goal is to have all children present in school every day and on time. Our district’s policy is that we may require verification of absences due to illness or quarantine, if your child has missed school for three consecutive days. Please be aware that going “out of town” when school is in session with your child is an unexcused absence.

I look forward to working with you in a meaningful partnership for your child.

We at [ADD HERE NAME OF SCHOOL] will work very hard with you to ensure that your child receives the best education possible. We are depending on you, and we want to thank you for entrusting us with your child. To provide your child with an outstanding education, your child must maintain excellent attendance.

Enclosed you will find a copy of this year’s school calendar to assist in your family’s scheduling.

If you have any questions, please feel free to call us at [PHONE NUMBER HERE].

Sincerely,

_______________________________________, 

Principal 

[Attendance Letter from District Superintendent]
[Issue on school district letterhead.]
[Date]
Dear Parents/Guardians:

Welcome back to school!

[ADD DISTRICT NAME] is dedicated to academic achievement and success for all pupils. Regular school attendance is a critical part of that success. Our district is committed to increasing the attendance rate in all district schools. High attendance rates result in improved academic skills, as well as social and emotional growth for our pupils.

The district will strive to be sure that pupils are in school on time, every day. Please carefully read pages [ADD PAGE NUMBERS HERE] in the parent handbook regarding attendance. Included in the handbook are the laws pertaining to excused and unexcused absences. If your child must miss school more than three days, please contact the school as soon as possible; medical verification may be required. We also would like to work with you to help ensure that your child can make up for what he or she missed in class. This will prevent your student from having unexcused absences that may hinder his or her progress in school.

If you have any questions regarding attendance, please contact your child’s school. I wish you and your student a very successful school year!

Sincerely,

____________________________

District Superintendent 
[Chronic Absence Letter]
[Date]______________

Dear Parent/Guardian:

Our records indicate that your child, [NAME OF STUDENT], has been chronically absent from school. A student is chronically absent from school when he or she has missed 10 percent or more of the days he or she has been enrolled in school.

In many cases, absences from school are unavoidable due to health problems or other circumstances. However, chronic absenteeism can have a drastic impact on your child’s education. Children chronically absent in kindergarten and first grade are much less likely to learn to read by the end of third grade. By sixth grade, chronic absence is a proven early warning sign of drop-out. By ninth grade, good attendance can predict graduation even better than eighth-grade test scores. Clearly, going to school regularly matters!

We would like to help resolve any problems that may be causing your child to miss school. Please call me at [PHONE NUMBER] at your earliest convenience. I would like to learn more about what is making it difficult for your child to get to school and work together with your family to see if we can help improve your child’s attendance.

Sincerely,

________________________________

School Principal

[First Notification of Truancy]
[Sample of required letter to parent or guardian; issue on school district letterhead.]
[Date:] ____________________ 

Dear Parent/Guardian:

Our records indicate that your child, [ADD NAME OF CHILD], in the [ADD GRADE LEVEL] grade was absent for more than 30 minutes on: [ADD DATE(S) OF ABSENCE HERE] without a valid excuse. When a student is absent without a valid excuse, the student is considered truant according to California law. 

Unexcused Absences

California Education Code Section 48260—Any pupil subject to full-time education who is absent from school without valid excuse for more than 30 minutes on each of three days in one school year is a truant and shall be reported to the attendance supervisor of the superintendent of the school district.

Upon a pupil’s initial classification as a truant, the school district is required to notify you, the pupil’s parent/guardian, of the following (Education Code Section 48260.5):

1. That the pupil is truant.

2. That the parent/guardian is obligated to compel the attendance of the pupil at school.

3. That parents/guardians who fail to meet this obligation may be guilty of an infraction and subject to prosecution pursuant to Article 6 (commencing with Section 48290) of Chapter 2 of Part 27.

4. Alternative educational programs available in the district.

5. The right to meet with appropriate school personnel to discuss solutions to the pupil’s truancy. (Added Statutes, 1983, Chapter 498)

6. The pupil may be subject to arrest under Education Code Section 48264.
7. The pupil may be subject to suspension, restriction, or delay of his/her driving privilege pursuant to Vehicle Code Section 13202.7.
8. That it is recommended that the parent or guardian accompany the pupil to school and attend classes with the pupil for one day (Added Statutes, 1983, Chapter 498)
If your child is absent due to a chronic illness or other unavoidable circumstances, please contact the school attendance clerk. Absences or excessive tardies for any reason affect your child’s education and reduce opportunities for success in school. Tardies also interrupt instruction and interfere with the learning environment for all pupils. If the school attendance record is inaccurate, please inform the school attendance clerk.

If your child’s attendance does not improve, we will need to schedule a conference to discuss the situation. We would like to understand the barriers to your child’s attendance and discuss how we can work together to make sure your child is in class and learning.

Our goal is to assist you in educating your child. We can be successful if your child is in school every day and on time.

Sincerely,

_________________________________
___________________

[Administrator’s Signature]
[Date]
_________________________________


[Administrator’s Name (typed or printed)]
[Second Notification of Truancy or Excessive Absences] 
[(Issue on school site letterhead.)]
[Date]  ____________________

Student’s Name ____________________Student ID#____________________

Parent’s Name _________________Parent’s Phone Number______________

Address ______________________________________

Dear Parent/Guardian:

This SECOND LETTER is to inform you that your child continues to have an attendance problem. 

Date(s) of excused absences ___________________

Date(s) of unexcused absences

___________________

Date(s) of tardies (31+ minutes) __________________

Total absences to date

__________________

1. An appointment has been made for you and your child to meet with _____________   to consider a proper plan for correcting this problem. 
2. Parent(s)/guardian(s) and student are requested to attend the following meeting.

YOUR SCHEDULED APPOINTMENT IS AS FOLLOWS: 

Date___________________________

Time ____________________________

Location ____________________________
Labor Code Section 230.8 requires certain employers to allow employees to attend school conferences.
Failure to appear will result in a referral for further action.
For unexcused absence or tardies:
Education Code Section 48261—Subsequent Report of Truancy. Any pupil who has been reported as a truant and who is again absent from school without a valid excuse one or more days, or tardy on one or more days, shall again be reported as a truant to the attendance supervisor or the superintendent of the district.

Students with unexcused absences may be assigned weekend school to make up work missed during regular attendance (Education Code Section 37223).

We appreciate your cooperation in being prompt for your appointment.

Principal or Designee: __________________________

Attachment: Copy of Attendance Record

cc: Cumulative folder/student’s teacher(s)

Third Truancy Letter

Date _______________

Re: _______________________________________________________              




[Student’s name]
Dear Parent/Guardian: 

You were last notified of your child’s truancy on ___________________. This third notice informs you that your child is now considered a habitual truant. 

Additional date(s) of truancies


Unexcused days absent _________                        Tardies (31+ minutes) _________

History of attendance

Attendance record as of _______________ is as follows:

Days of enrollment _____________ Days present ________________

Unexcused absences ____________ Excused absences ____________

Tardies (31+ minutes) ___________

Education Code Section 48262—Habitual Truant: Any pupil deemed an habitual truant and has been reported as a truant three or more times per school year, provided that no pupil shall be deemed an habitual truant unless an appropriate district officer or employee has made a conscientious effort to hold at least one conference with a parent or guardian of the pupil and the pupil himself after filing of either of the reports required of Education Code Section 48260 or 48261.

The school has attempted to work with you to solve your child’s attendance problems. These attempts have been unsuccessful. It will now be mandatory for you and your child to attend a School Attendance Review Board (SARB) meeting. Your scheduled appointment is as follows:
Date: ______________________                Time: ________________________

Location: ________________________________________________________ 

You and your child are required to attend this conference (Education Code Section 48321.5). Failure to attend may result in a referral to the District Attorney’s Office or law enforcement. If you have any questions regarding this meeting, you may contact 

_______________________________________________ at _______________

Principal
Notification Letter of Parent Meeting at District Office

Date_________________________
School _____________________________

Dear _________________________________________

This letter is to inform you that after repeated discussion, conferences, and meetings

concerning ______________________’s attendance, (his/her) attendance has not improved.

Your student was again absent/tardy on the following date(s):


__ Truant or unexcused absence on ______________________________


__ Tardy on _________________________________________________


__ Excessive excused absence on _________________________________

This poor attendance/punctuality affects your child’s education, and creates a poor example for other pupils. Because your student’s attendance has not improved, I have scheduled a meeting with the supervisor of Child Welfare and Attendance to identify possible solutions to improve your student’s attendance. This meeting for you and the student is scheduled for:

_______________________   on   __________________________

at the District Office, located at 

________________________________________________________________.

Please call the Child Welfare and Attendance Office at

________________________________________________________ (location)

no later than _________________________________ (date) to confirm this meeting.

Failure to attend this meeting with the supervisor of Child Welfare and Attendance will result in a referral to the district School Attendance Review Board (SARB).

Education Code Section 48263—If any minor in any district of a county is a habitual truant, or is irregular in attendance at school, as defined in this article, or is habitually insubordinate or disorderly during attendance at school, the pupil may be referred to a School Attendance Review Board. 

I look forward to meeting with you to resolve this barrier to your child’s education.

Sincerely,

___________________________________________ 

Principal (or designee) 

cc: 
student file 

site administrator 

Notification Letter of SARB Referral

[Note: Districts may send this letter when the school has exhausted site-level resources and referrals.]
Date _______________________   School _______________________________

Dear  _______________________________________:

This letter informs you that after repeated discussion, conferences, meetings, and contract(s), your student, ______________________________ , has not improved his/her attendance. Your student was again absent/tardy on the following date(s): 

__ Truant or unexcused absence on ________________________________

__ Tardy on ___________________________________________________

__  Excessive excused absence on _________________________________

Education Code Section 48621—Subsequent Report of Truancy: Any pupil who has once been reported as a truant and who is again absent from school without a valid excuse one or more days, or tardy on one or more days, shall again be reported as truant to the attendance supervisor or the superintendent of the district.

Education Code Section 48262—Habitual Truant: Any pupil deemed an habitual truant and has been reported as a truant three or more times per school year, provided that no pupil shall be deemed an habitual truant unless an appropriate district officer or employee has made conscientious effort to hold at least one conference with a parent or guardian of the pupil and the pupil himself, after the filing of either of the reports required by Education Code Section 48260 or 48261.

Unfortunately, it has become necessary to refer this matter to the district School Attendance Review Board (in English, sometimes known as SARB). We have exhausted all resources available to our school site and are now required to make this referral.

Education Code Section 48263—If any minor in any district of a county is a habitual truant, or is irregular in attendance at school, as defined in this article, or is habitually insubordinate or disorderly during attendance at school, the pupil may be referred to a School Attendance Review Board. 
You will be contacted by the supervisor of Child Welfare and Attendance concerning the scheduled hearing before the School Attendance Review Board (SARB). If you have any questions concerning this hearing, please call my office at ______________________________ between 7:30 a.m. and 4:30 p.m.

Sincerely,

________________________________
Principal (or designee)

cc:
Student file

Child Welfare and Attendance Supervisor
Chronic Truant Letter

Date ____________

Dear _____________________________:

Our records show that your student, ____________________________, has been absent from school without a valid excuse for ten percent or more of the school days in the school year.

In addition, our records show that you were previously notified that your student was a truant and that the school has made a conscientious effort to intervene before deeming your student a habitual truant.

Even after referral to the School Attendance Review Board (SARB), your student has continued to have absences from school without a valid excuse.

At this time, it is necessary for the SARB to direct the school district to make and file a criminal complaint, charging a violation of California law.

Please contact me as soon as possible at _________________ if you have any questions about this notification that your student is considered a chronic truant pursuant to Education Code Section 48263.6.

Sincerely,

_________________________________

Director

Child Welfare and Attendance
Subpoena for SARB Hearing

	Attorney or Party Without Attorney (Name and Address):           Telephone

THIS SECTION REMAINS IN ENGLISH
Attorney for (name):
	 FOR COURT USE ONLY  

School

Attendance

Review

Board

LEAVE IN ENGLISH                                                                                     

	Insert Name of Court, judicial district or branch court, if any, and post office and street address

SCHOOL ATTENDANCE REVIEW BOARD

COURT                                      THIS SECTION REMAINS IN ENGLISH
ADDRESS

CITY, STATE, ZIP
	

	Title of Case:

THIS SECTION REMAINS IN ENGLISH.
                                                              , Student

                                                              , Parents


	ALL FAMILY MEMBERS
ARE TO ATTEND    TRANSLATE THIS


SUBPOENA (CRIMINAL OR JUVENILE)                      Case number: 

( DUCES TECUM
THE PEOPLE OF THE STATE OF CALIFORNIA, TO (NAME): 

1. YOU ARE ORDERED TO APPEAR AS A WITNESS in this action as follows unless you make a special agreement with the person named in Item 3:

    a. Date:                                  Time: a.m./p.m.              Dept.:              Div.:               Room:

    b. Address:

2. And you are

a. ■ ( Ordered to appear in person.

b. ■ ( Not required to appear in person if you produce the records described in the accompanying affidavit in compliance with Evidence Code sections 1560 and 1561.

c. ■ ( Ordered to appear in person and to produce the records described in the accompanying affidavit. The personal attendance of the custodian or other qualified witness and the production of the original records is required by this subpoena. The procedure authorized pursuant to Subdivision (b) of sections 1560, 1561, and 1562 of the Evidence Code will not be deemed sufficient compliance with this subpoena.

3. IF YOU HAVE ANY QUESTIONS ABOUT THE TIME OR DATE FOR YOU TO APPEAR, OR IF YOU WANT TO BE CERTAIN THAT YOUR PRESENCE IS REQUIRED, CONTACT THE FOLLOWING PERSON BEFORE THE DATE ON WHICH YOU ARE TO APPEAR:
Name: Telephone:

4. WITNESS FEES: You may be entitled to witness fees, mileage, or both at the discretion of the District. For information contact the person named in item 3 AFTER your appearance.

DISOBEYING A SUBPOENA MAY BE PUNISHED BY A FINE. A WARRANT MAY BE ISSUED FOR AN ARREST FOR FAILURE TO APPEAR.

Dated: _________________
______________________________________________
[Signature of Person Issuing Subpoena ]
______________________________________________

[Type or print name] 

Chairperson____________________

[Title]
SARB Confirmation of Directives Letter

Date______________________

Dear _______________________________________________________, 

Parent(s)/guardian(s)

I appreciate your attendance at the School Attendance Review Board (SARB) meeting on______________________.

This letter is to remind you that you and your child/children are expected to follow the SARB directives. If you or your child/children fail to comply with the directives, the school will refer the case for law enforcement and/or the District Attorney’s Office for legal action.

Your cooperation and participation in this process is critical to the future success of your student. It is vital that you follow through with SARB directives.

Please contact me if I can be of further assistance at __________________.

Sincerely,

____________________________________________________________
Chair

School Attendance Review Board

SARB Congratulations Letter

Date ______________________

Dear Parent(s)/guardian(s)________________________________________________:

                                                (name)

Thank you for your continued support and follow-through with the directives that you
and your child/children, ________________________________________________

signed at the meeting of the School Attendance Review Board.

_____________________________________ is following each directive, and your
cooperation in working with your child/children and the school has sent a strong signal
that school is important. Please remember the attendance directives will remain in
effect through _____________________________________________’s graduation.

We are pleased with _______________________________________________’s
progress and hope both you and _______________________________ have
benefited from these directives. You are welcome to contact our office at any time that
you feel you need any kind of assistance at ______________________.

Sincerely,

______________________________________________________

Chairperson, School Attendance Review Board (SARB)

cc: Principal
 CHRONIC ILLNESS VERIFICATION FORM
contributed by the San Juan Unified School District
The translation of the Chronic Illness Verification Form is provided separately from this set of SARB translations. Translations of the Verification Form is available on the “School Attendance Review Board Handbook and Forms” page on the California Department of Education’s (CDE) Web site:
https://www.cde.ca.gov/ls/ai/sb/sarbhandbook.asp

If you have questions or experience difficulty in accessing the translation, contact the CDE’s Clearinghouse for Multilingual Documents at cmd@cde.ca.gov or 916-445-6109.
Sample Attendance Board Policy and Administrative Regulations Including Administrative Regulation for Excessive Excused Absences

Section 5 

Students

ABSENCES AND EXCUSES BP 5113(a)

Compulsory Attendance

The Board of Trustees believes that regular attendance plays a key role in student achievement. The Board recognizes its responsibility under the law to ensure that students attend school regularly. Parents/guardians of children aged six (6) to eighteen (18) are obligated to send their children to school unless otherwise provided by law. The Board shall abide by all state attendance laws and may use appropriate legal means to correct problems of excessive absence or truancy (EC 48200). The Board recognizes that all excessive absences, whether excused or unexcused, place students at risk of not graduating and will, therefore, make a concerted effort to keep students in school.
Absence from school shall be excused only for health reasons, family emergencies and justifiable personal reasons, as permitted by law, Board Policy and administrative regulations. (EC 46010, 48216, 48205)

Class participation is an integral part of pupils’ learning experience. Parents/guardians and pupils shall be encouraged to schedule medical appointments during nonschool hours. Excessive absences, whether excused or unexcused, may affect a student’s grades.

Pursuant to the Board of Education Policy 5113, corresponding Administrative Regulations 5113 will govern the operating procedures in regard to pupil absences and excuses.

Legal Reference:
Education Code



46010-46015 Absences




48200-48231
 Compulsory Education Law
Caregiver's Authorization Affidavit

Use of this affidavit is authorized by Part 1.5 (commencing with Section 6550)

of Division 11 of the California Family Code.

Instructions:  Completion of items 1-4 and the signing of the affidavit is sufficient 

to authorize enrollment of a minor in school and authorize school-related medical care. Completion of items 5-8 is additionally required to authorize any other medical care.

Print clearly.

The minor named below lives in my home and I am 18 years of age or older.

   1.  Name of minor: _______________________________________________
   2.  Minor's birth date: _____________________________________________
   3.  My name (adult giving authorization): ______________________________

   4.  My home address:  ____________________________________________

        City ____________________________________ State _____  Zip ______

 5. (  )  I am a grandparent, aunt, uncle, or other qualified relative of the minor 

             (see back of this form for a definition of "qualified relative").

   6.  Check one or both (for example, if one parent was advised and the other

        cannot be located):

       (  )  I have advised the parent(s) or other person(s) having legal custody of 
             the minor of my intent to authorize medical care, and have received no 

             objection.

       (  )  I am unable to contact the parent(s) or other person(s) having legal 

             custody of the minor at this time, to notify them of my intended 

             authorization.

1. My date of birth:  _________________________________________________

2. My California driver's license or identification card number:  ________________

Do not sign this form if any of the statements above are incorrect, or you will be committing a crime punishable by a fine, imprisonment, or both.

I declare under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

Dated:



  Signed: 




Note: 1) This declaration does not affect the rights of the minor's parents or legal guardian regarding the care, custody, and control of the minor, and does not mean that the caregiver has legal custody of the minor. 2) A person who relies on this affidavit has no obligation to make any further inquiry or investigation.

Additional Information to CAREGIVERS:

1.  "Qualified relative," for purposes of item 5, means a spouse, parent, stepparent, brother, sister, stepbrother, stepsister, half brother, half sister, uncle, aunt, niece, nephew, first cousin, or any person denoted by the prefix "grand" or "great," or the spouse of any of the persons specified in this definition, even after the marriage has been terminated by death or dissolution.

2.  The law may require you, if you are not a relative or a currently licensed foster parent, to obtain a foster home license in order to care for a minor. If you have any questions, please contact your local department of social services.

3.  If the minor stops living with you, you are required to notify any school, health   care provider, or health care service plan to which you have given this affidavit. The affidavit is invalid after the school, health care provider, or health care service plan receives notice that the minor no longer lives with you.

4. If you do not have the information requested in item 8 (California driver's license or I.D.), provide another form of identification such as your social security number or Medi-Cal number.

Additional Information to SCHOOL OFFICIALS: 
1.  Section 48204 of the Education Code provides that this affidavit constitutes a sufficient basis for a determination of residency of the minor, without the requirement of a guardianship or other custody order, unless the school district determines from actual facts that the minor is not living with the caregiver.

2.  The school district may require additional reasonable evidence that the caregiver lives at the address provided in item 4.

Additional Information to HEALTH CARE PROVIDERS AND 
HEALTH CARE SERVICE PLANS:

1.   A person who acts in good faith reliance upon a caregiver's authorization affidavit to provide medical or dental care, without actual knowledge of facts contrary to those stated on the affidavit, is not subject to criminal liability or to civil liability to any person, and is not subject to professional disciplinary action, for that reliance if the applicable portions of the form are completed.

2.  This affidavit does not confer dependency for health care coverage purposes.
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