To the Parents of
Date


Bay School Parent Co-op Preschool

Parent Meeting Absence Notice
Our records indicate that a parent representative from your family did not attend the required evening parent education meeting on the following date: 


.
Please be aware that you must make arrangements with the Director to work an extra day in the classroom or do a special project as required by the By-Laws, excerpted below:

Attendance at Membership Meetings

A. 
As a student of the CAED, at least one parent of each enrolled child is required to attend a 3-hour meeting twice a month. These meetings provide an integral part of the parent education component of this association.

B. 
The president shall preside over membership meetings.

C. 
Each member is allowed one missed meeting per semester.  Semesters run from August to January and January to June.  The non-teaching member may represent the teaching member of the family as a substitute assuming the latter shall relay germane information to the former.

D. 
A missed meeting must be reported to the Attendance Chairperson and made up by working an extra day in the classroom or doing a special project.

E. 
One excused meeting per semester is allowed.  A member missing 2 meetings per semester will go on probation.

Please plan to attend the next parent meeting scheduled for





, 





at

PM,

(Day)
(Date)

(Time)
and note that missing another parent meeting this semester will result in your being placed on probation, as specified in the following By-Law section:
SECTION V

Probation and Termination

Members who have gone on probation will be notified by a board member by phone or in writing or both.  The member will then have one week to respond to the board with a plan, which includes making up missed hours and paying any unpaid dues or fines.  An alternate project may be considered at this time.  It will be up to the board of directors to accept or reject the plan depending on extenuating circumstances.  If the plan is accepted and the member on probation fulfills the agreed plan, then that member will return to a “member in good standing.”  If member does not fulfill agreement in the time stipulated by the accepted agreement, that member may be terminated from the program.

A. 
A written notice of termination shall be given to the Director two weeks prior to the date.

B. 
Application fee, tuition, and dues are non-refundable.
If you believe that our records are in error, or if you have any questions regarding your attendance requirements, please contact me at XXX-XXX.
Sincerely,

Attendance Officer
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