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Month 5, 2013
Firstname Lastname
123 Anywhere St.
City, TX  12345
EXCESSIVE ABSENCE 1st NOTICE
Dear Ms./Mr. Lastname:

This is your 1st IF  = "1st" "first" "second" 
first
 notice.  Your child (Childfirst Childlast) has been absent from day care for [enter number of days] days. More than 30 absences will result in termination of your Workforce Solutions financial aid for child care for this child.
When we authorized your financial aid, we explained that Workforce Solutions limits the number of absences allowed for your child to 30 days in a year.  Absences include: 

· Days when you use your Texas Workforce Solutions attendance card to report your child is absent or ill; and
· Days you do not use your Texas Workforce Solutions attendance card to report your child as present, absent or ill.
As we explained to you previously, you MUST:

· Use your Texas Workforce Solutions attendance card to report your child as present, absent or ill.
· Notify your child care provider in advance if your child will be absent for any reason.

· Notify Workforce Solutions if you or another person we have authorized to report your child’s attendance is unable to report using your Texas Workforce Solutions attendance card.

If your child exceeds the 30-day limit for absences, you will lose your financial aid for child care from Workforce Solutions for that child.

If we cut off your financial aid because your child exceeded the 30-day limit for absences, you may not reapply for assistance for this child for at least 30 days. Currently, the wait time is approaching [insert current wait period] weeks; therefore, you would be unable to receive financial aid for child care for at least [insert total waiting time in months = current wait period plus 30 days] months.
Interfaith IF  = "ResCare" "Contact us at the office location on the letterhead if you have any questions.

Sincerely, 

Ginger Hunter, Manager

callcenter@wrksolutions.com" "Contact staff at csc@wrksolutions.com if you have any questions.

Sincerely, 

Angela Kidd

csc@wrksolutions.com" 
Contact staff at emailaddress @wrksolutions.com if you have any questions.

Sincerely, 

Name And, Title
emailaddress@wrksolutions.com
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