Dear Parents,

Beginning immediately, please submit a handwritten note to excuse your child’s absence or to
request an exit pass. All exit pass notes are to be brought into the Attendance Office in the
morning, and we will issue them their pass then. Per guidance from the District Office, we are
required to have a written note from a parent or guardian in order to process all absence
excuses and exit pass requests. When leaving with an exit pass, you will need to send a note to
excuse the early release.

Thank you for your understanding and cooperation.

Sincerely,

Riley Attendance Office



