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NOTE: Templates are available to use as your Intervention Letter or as a starting
point to customize your own Intervention Letter. They are located with the
documentation under the Procedural Checklists — Students section with the other

Attendance documentation.

Change Settings in Word before Creating Letter Templates

1. Open a blank Word document.

2. Click on File in the upper left hand corner.
B H -0 -
HOME | I

3. Click on Options.
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4. Click on Advanced.

Customize Ribbaon
Quick Access Toolbar
Add-Ins

Trust Center

Word Options
General [ . . .
Advanced options for working with Word.
Display
Procofing Editing options
Save Typing replaces selected text
Language When selecting, automatically select entire word

Allow text to be dragged and dropped

Use CTRL + Click to follow hyperlink

[[] Automatically create drawing canvas when inserting Aut
[7] Use smart paragraph selection

Use smart cursoring

[C] UsetheInsert key to contrel overtype mode

[ Use overtype mode

5. On the right side, under Editing options, UNCHECK Use smart

aragraph selection.

Customize Ribbaon
Quick Access Toolbar
Add-Ins

Trust Center

Word Options

General L . . .
Advanced options for working with Word.

Display

Proofing Editing options

Save Typing replaces selected text

Language When selecting, automatically select entire word

Advanced Allow text to be dragged and dropped

Use CTRL + Click to follow hyperlink

| A utomatics eate drawing capvas when inserting Aut

Cursoring

[7] Usethe Insert key to control overtype mode

[ Use overtype mode
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6. Scroll down to find Show document content options and CHECK Show

bookmarks.
Ad q Properties follow chart data point
vance
Customize Ribbor
Quick Access Toolbar [ Show background colors and images in Print Layout view
Add-Ins [] Show text wrapped within the document window

[] Show picture placeholders
Trust Center )

Show bookmarks

| Show text boundaries

[ Show crop marks
[] Show field codes instead of their values
Field shading: |Mever El
[] Use draft font in Draft and Outline views
Mame: |Courier Mew
Size: 10

[[] Use fonts that are stored on the printer

’ Font Substitution...

[] Expand all headings when opening a docurment

7. Click OK (lower right corner of screen).
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Creating Absence Intervention Letter Templates in Word

1. Enter placeholder text into the MS Word document, for example
“SchoolName” is where the building name is going to be inserted as a
bookmark. The placeholder text can be anything, for example BLDG for
SchoolName or School. Itis merely a placeholder. Be sure there are no
spaces in the placeholder text.

Note: The MS Word document cannot be Word 97-2003 .doc version.
It must be .docx version.

Atftendance Warning
SchoolName
DistrictName

ContactFirst ContactlLast
ContactAddress
City, State  Zip

Dear ContactFirst Contactlast,

Az school officials, we are required by law to prowide you wath the notice that ywour child,
StudentFirst Studentlast, has reached a significant munber of abzences that makes it necessary to
send this letter.  The attendance ofall children of compulsory school age is expected every day
that school isin session. Itis your responsibility to see to it that your child attends school
regularly. Failure to send your child to school 15 a wiolation of Section 332138 of the Ohio

HI R . - NL N R, T S | e 3o

2. Next, you will need the actual Bookmark names. They must be typed
exactly as listed in Appendix A of this document.

3. In your document, you will select the placeholder text by double clicking
the word - it will display as highlighted grey text ( SchoslMName ), then click
the Insert tab in the menu/ribbon and choose Bookmark. (Or you may use
Ctrl+Shift+F5 which will also bring up the Bookmark dialog box.)

Attendance Warning
SchmaDéame
Distdctame

......
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4. In the Bookmark Dialog box, enter the Bookmark name you are linking to
the placeholder word you have typed in your document. For example, if
you select SchoolName, which is the placeholder word for the name of the
building, you will use the Bookmark listing in Appendix A of this document,
find and use the bookmark called SchoolName and then click Add.

Attendance Warning

2
BEookmark _
Districi¥ Bookmark name:
) SchooIName| @’
ContagFirst Contactlag

Gomdasddess
City, State Zip
DearContactfirs ContagLast

&g echool officials, we are required by law to provide youwith

st Ftadentl ast hasreacheda significantnumber of &
sendthis letter. The attendance of all children of com pulsory s
that schoolisin session. [tis your responsibility to seetoit that
regulatly. Failure to send your childto schoolis a wiclation of 3
RewvisedCode. Prosecution and corrriction of this offence may ¢
gve bond andforpay a fine and cowt costs.

Sortby: (@) Mame
() Location
At this tim e, your child hasha dnumerous absencesfrom schoo
Alttiough a parentm ayhave called to reportthe absence youm| [ Hidden bookmarks
docuth etation from a phersician after | 2 consecutive hows, 24 §

yearin order forthe schooltorecordthese absences a sEXCURR
received for these parental/guardian “call of f97, the schoolwill £
UNEXCUZED.

5. Repeat these steps for each placeholder word in your attendance letter.

Note: You may use a bookmark multiple times in a letter. See
Appendix C for detail.

6. Once you have completed linking the Bookmark to the placeholder word,
Save your Word document.

NOTE: You must have the District in context for the upload to work.
Letter Templates may only be uploaded at the district level.

NOTE: If you have different wording for your letters at each building,
you may want to name the files with a building specific code since all
files will be uploaded to one location at the district level. For
example, when you are saving your letters in Word, save them using
the 4 character Sl building code for your building.

Example naming convention of letters:
XXEL Warning Letter.docx

XXMS Intervention Letter.docx

XXHS Warning Letter.docx
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Manage Report Templates

You can use report templates to generate intervention letters for students. Refer to the appropriate
section as follows:

* ‘“Upload Report Templates”
*  “Download Report Templates”
+ ‘“Delete Report Templates”

Upload Report Templates

Navigation: Studentinformation - Management - District Administration - Report Template
Administration

1. On the Report Template Administration screen, click New Template.

Studentinformation > Management > Disirict Administration > Report Tempiate Adminisiration L ) Q |

Report Template Administration

There are no records to display.

2. Onthe Upload Template window, in the Select Report... drop-down list, select Absence
Intervention Letter.

The Available Bookmarks in Report section displays the bookmarks in the current report
that you can select to customize your template.

3. Inthe Template Description field, enter the description that you want to display in
Studentinformation to identify this template.

4. Click Browse, and navigate to and select the file you want to use as a template.
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Manage Report Templates
5. Click Upload.

Upload Template *

Absence Inlervention Lefter |~

Available Bookmarks In Report: A
+ Studentld
« StudentMumber
=« Studentdames
+ StudentLastMame
» StudentFirsiName
+ SludentMailingAddress
+ GradeLevel
+ Programhame -

Attendance Warning Letler Template

Browse... | AttendanceWarningletter Template. docx

The uploaded template displays in the list.

Studentinformation = Management = Disirict Adminisiration > Report Template Administration

Report Template Administration New Template €

Template Name = Description Report Type  Report Name System Defined

Actons | AltendanceWaminglLeterre. . Allencance Waming Letter T...  Altendance Absence Intervention Letier

Showing 1 fo 1 of § lems | 10Bems perpage |
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Delete Report Templates

Navigation: Studentinformation = Management = District Administration — Report Template
Administration

1. On the Report Template Administration screen, in the row of the template you want to
delete, click Actions and select Delete.

Studentnformation > Management > District Administralion > Repor Template Admanistration B n

Report Template Administration ew Template €
&% Dovmioad

- Description Report Type Report Name System Defined

| Actians | Mrle... Aftendance Waming Letter T..  Attendance  Absence Infervention Letter

Showing 1 fo 1 of { #ems | 10iterns per page

2. 0On the confirmation window, click Yes.

Delete Report Template? x

Are you sure you want to delete this report template:
‘AttendanceWarningLetterTemplate.docx'?

Download Report Templates

Navigation: Studentinformation —= Management = District Administration — Report Template
Administration

1. On the Report Template Administration screen, in the row of the template you want to
download, click Actions and select Download.

Studentinformation > Management > Disincl Administration > Report Templalé Administration n n

Report Template Administration New Tempiate €
Dalete il Descnption Report Type Report Name System Defined

Actions | Aftendance\WamingLetierTe. .. Altendance Waming Letier T...  Aiendance Absence Intervention Letter

Showing 1 to 1 of { dems 10 tems per page

2. Open or save the file.
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Appendix A

Bookmarks for Absence Intervention Letters

Studentld [Studentld]
StudentNumber [StudentNumber]
StudentName [StudentName]
StudentLastName [StudentLastName]

StudentFirstName

[StudentFirstName]

StudentMailingAddress

[StudentMailingAddress]

GradelLevel [GradelLevel]
ProgramName [ProgramName]
Counselor [Counselor]
HomeroomTeacher [HomeroomTeacher]
ContactFirstName [ContactFirstName]
ContactLastName [ContactLastName]

ContactFullName

[ContactFullName]

ContactFullAddressFormatted

[ContactFullAddressFormatted]

ContactAddress [ContactAddress]
ContactAddress?2 [ContactAddress?2]
ContactCity [ContactCity]
ContactState [ContactState]
ContactZip [ContactZip]

DistrictName

[DistrictName]

SchoolName

[SchoolName]

SchoolYear [SchoolYear]
SchoolYearld [SchoolYearld]
Schoolld [Schoolld]
Districtld [Districtld]
SchoolAddress [SchoolAddress]
Principal [Principal]

SchoolPhoneFormatted

[SchoolPhoneFormatted]

SchoolPhone

[SchoolPhone]

YearlyAbsenceHours

[YearlyAbsenceHours]

YearlyAbsenceDays

[YearlyAbsenceDays]

YearlyExcusedAbsenceHours

[YearlyExcusedAbsenceHours]

YearlyExcusedAbsenceDays

[YearlyExcusedAbsenceDays]

YearlyUnexcusedAbsenceHours

[YearlyUnexcusedAbsenceHours]

YearlyUnexcusedAbsenceDays

[YearlyUnexcusedAbsenceDays]

YearlyOutOfSchoolSuspAbsenceHours

[YearlyOutOfSchoolSuspAbsenceHours]

YearlyOutOfSchoolSuspAbsenceDays

[YearlyOutOfSchoolSuspAbsenceDays]
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Daily Absences

AttendanceTrackingDailySummaryld

[AttendanceTrackingDailySummaryid]

CalendarDate

[CalendarDate]

AbsenceDays [AbsenceDays]
AbsenceHours [AbsenceHours]
ExcusedAbsenceDays [ExcusedAbsenceDays]
ExcusedAbsenceHours [ExcusedAbsenceHours]

UnexcusedAbsenceDays

[UnexcusedAbsenceDays]

UnexcusedAbsenceHours

[UnexcusedAbsenceHours]

OutOfSchoolSuspAbsenceHours

[OutOfSchoolSuspAbsenceHours]

OutOfSchoolSuspAbsenceDays

[OutOfSchoolSuspAbsenceDays]

Monthly Summary

AttendanceTrackingMonthlySummaryld

[AttendanceTrackingMonthlySummaryld
]

MonthlySummaryMonthName

[MonthlySummaryMonthName]

MonthlySummaryMonthNumber

[MonthlySummaryMonthNumber]

MonthlySummaryYear

[MonthlySummaryYear]

MonthlySummaryAbsenceHours

[MonthlySummaryAbsenceHours]

MonthlySummaryAbsenceDays

[MonthlySummaryAbsenceDays]

MonthlySummaryExcusedAbsenceHour
S

[MonthlySummaryExcusedAbsenceHou
rs]

MonthlySummaryExcusedAbsenceDa
ys

[MonthlySummaryExcusedAbsenceDay
s]

MonthlySummaryUnexcusedAbsence
Hours

[MonthlySummaryUnexcusedAbsenceH
ours]

MonthlySummaryUnexcusedAbsence
Days

[MonthlySummaryUnexcusedAbsenceD
ays]

MonthlySummaryOutOfSchoolSuspAb
senceHour

[MonthlySummaryOutOfSchoolSuspAb
senceHour]

MonthlySummaryOutOfSchoolSuspAb
senceDays

[MonthlySummaryOutOfSchoolSuspAb
senceDays]

Consecutive Summary

AttendanceTrackingConsecutiveSummaryld

ConsecutiveStartDate

[ConsecutiveStartDate]

ConsecutiveEndDate

[ConsecutiveEndDate]

ConsecutiveAbsenceHours

[ConsecutiveAbsenceHours]

ConsecutiveAbsenceDays

[ConsecutiveAbsenceDays]

ConsecutiveSummaryTypeld

[ConsecutiveSummaryTypeld]
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Threshold Summary

AttendanceTrackingThresholdTrigger | [AttendanceTrackingThresholdTrigger
Dateld Dateld]

ThresholdTriggerDate [ThresholdTriggerDate]
ThresholdTypeName [ThresholdTypeName]
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Appendix B
Sample

Attendance Warning
SchoolName
DistrictName

ContactFirst ContactLast
ContactAddress
City, State Zip

Dear ContactFirst ContactLast,

As school officials, we are required by law to provide you with the notice that your child,
StudentFirst StudentLast, has reached a significant number of absences that makes it
necessary to send this letter. The attendance of all children of compulsory school age is
expected every day that school is in session. It is your responsibility to see to it that your
child attends school regularly. Failure to send your child to school is a violation of
Section 3321.38 of the Ohio Revised Code. Prosecution and conviction of this offence
may result in the court ordering you to give bond and/or pay a fine and court costs.

At this time, your child has had numerous absences from school. (See attached list of
dates.) Although a parent may have called to report the absence, you may be required to
provide written documentation from a physician after 12 consecutive hours, 24 hours in a
month or 48 hours in a year in order for the school to record these absences as
EXCUSED. If this documentation is not received for these parental/guardian “call offs”,
the school will record the absence as UNEXCUSED.

Sincerely,
Principal
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Appendix C

Using a bookmark multiple times

To use a bookmark multiple times, use _x2, x3, etc. at the end of the bookmark.

Example:

ContactFirstName will print the first name of the contact.
ContactFirstName_x2 will print the contact’s first name a 2" time in the letter.
ContactFirstName_x3 will print the contact’s first name a 3" time in the letter.

1.5.1 S 3 d 0B B A E

Attendance Habitually Truant

Bookmark _

[[schoglMame
Bookmark name:
[Ristristiame CantactFirsthame_x2| Add

1 ~
ECDntaE‘tFlrStNamE ContactLastMame ContactCity
[cantactaddress] Contactirsthame
" ContactlastMame
[contactcityl [oontactstate]l contactzip] o it
ContacZip

DistrictMame
2/1/2018 ExtusedbbsenceHours

OutOfSchoolSuspAbsenceHours
RepeatForEach_Dailydhsence

SchoolMame

UnexcusedAbsenceHours e

Sort byl ®) Name

MATTER OF;

O Location

Dear Parent/Guardia ontactFirsthame ContactlastMame

D Hidden bookmarks

Cancel

It has beenbroughttomy attentionthat your student has been absent

excusethirty (30) consecutive hours, forty-two (42) hours in one school month, or seventy-two (72)
hoursin a school year. Due to this, your child is habitually truant underRC 2151.011(B)(18). Asa result,
vour child is beingreferredtoan &bsence Intervention Team. Your participation is requested as part of
this team. Please contact the school so that youcan be a part in designingand implementing an
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Appendix D

Insert a Letter Date that will display the date a letter is run

To insert a date field into the template so that the current date will print when a
letter is run:
1. Place your cursor on the line that you wish the date to display in your letter
2. On the Insert tab, click the Date & Time icon.
3. Select the Available Format and click the Update automatically box.
4. Click OK.
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Attendance Habitually Truant

[schoolname]
[oistnctame
lcmﬁ:wa%dmwmﬁ Date and Time |

Contagtaddress
Econtastonydfcontactsratelfcortactzio] e fiacgEsge
o e ~| [ngisn unttea states [v]
Thursday, February 1, 2078
2/1/2018 February 1, 2018
21118
|2018.00.01
1-Feb-18
INTHE MATTER OF: byt
|Feb.1, 18
11 Febevary 2018
Februsey 38

Dear Parent/Guardian: ContactFirstName Contd |Feb-18
2112018 8:13 AM

2172018 8:13:50 AM
8:13 AM

8:13:50 AM

It has beenbroughttomy attentionthat yourst{ oan3

excuse thirty (30) consecutive hours, forty-two (| 081350
hoursin a school year. Due to this, your child is
your child is beingreferredto an Absence Intery
this team. Please contact the school so that youl "o s in]
Absence Intervention Planfor your child, Be ady
issue mav re<ultin a referralta Clinton Countv CRITD

|

Sl copyright How to Create Intervention Letters 15 of 15 4/10/2018 v17.3.1



