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INTRODUCTION 
 

The Truancy Intervention Program Procedures Handbook is compiled each year by the 
Federal & State Compliance Office (FASCO) to provide relevant information on truancy laws, 
required actions, and recommended strategies to address students with patterns of non-
attendance.  
 

Reducing chronic absenteeism is at the forefront of student attendance policies across the 
nation. Not showing up for school matters; it generates an achievement gap that translates 
into lower performance in standardized examinations, which may lead to dropping out of 
school. The challenge for districts is to develop policies that include all relevant stakeholders 
that identify and remove barriers that impede regular school attendance. The intent of the 
Truancy Intervention Program referral process is to identify students with patterns of non-
attendance to provide escalating services that aim to reengage students and their families in 
the learning process for greater academic achievement. 
  

District school boards are tasked with the enforcement of school attendance, s.1003.26 
Enforcement of school attendance. Habitual truants must be the subject of services to 
address patterns of non-attendance. To this end, principals shall refer these students to the 
school’s committee responsible for attendance to determine if patterns of truancy are 
developing. Some of the strategies include meeting with parent; frequent communication 
between teacher and parent; evaluation for alternative education programs; attendance 
contracts; implementation of corrective strategies; tutoring; mentoring; and referral to social 
service agencies. The school’s committee shall facilitate intervention services to students and 
families with the aim of resolving non-attendance patterns.  
 

Florida Statute 1003.01(8) defines a habitual truant as a student who has 15 unexcused 
absences within 90 calendar days with or without the knowledge or consent of the student’s 
parent, is subject to compulsory school attendance under s. 1003.21 School attendance, and 
is not exempt under s. 1003.21(3) or s. 1003.24 Parents responsible for attendance of 
children; attendance policy, or by the meeting of the criteria for any other exemption specified 
by law or rules of the State Board of Education. 
 

The Federal & State Compliance Office is tasked with the compliance of compulsory school 
attendance, School Board Policy 5200, as mandated by State statute, and of the referral of 
these students to social service agencies for additional services when parental consent is 
secured.  
 

Miami-Dade County Public Schools (M-DCPS) collaborates with two social service agencies, 
which are funded by Florida’s Department of Juvenile Justice for Truancy diversion services 
for at-risk youth. The agencies are: 
 

• Miami Bridge Youth and Family Services); and 
 

• Center for Family and Child Enrichment, Inc. 
 

The Truancy Intervention Program Procedures Handbook provides guidance in the 
submission of Truancy referrals and includes attachments that document the steps taken to 
address students with patterns of non-attendance. Should you require assistance, please call 
the Federal & State Compliance Office at (305) 883-5323.  

https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.26&URL=1000-1099/1003/Sections/1003.26.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.26&URL=1000-1099/1003/Sections/1003.26.html
https://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1003/Sections/1003.01.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.21&URL=1000-1099/1003/Sections/1003.21.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.21&URL=1000-1099/1003/Sections/1003.21.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.24&URL=1000-1099/1003/Sections/1003.24.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.24&URL=1000-1099/1003/Sections/1003.24.html
https://go.boarddocs.com/fl/sbmd/Board.nsf/Public?open&id=welcome


 

2 

TRUANCY PROCEDURES 
 

Truancy procedures are itemized below. 
 

1. The student’s primary teacher is required to contact the parent to determine the 
reason for each unexcused absence for which the reason is unknown.  
 

2. Classroom teachers are required to report to the principal students with patterns of 
non-attendance. Escalating services to address the unexcused absences must be 
documented in the Student Case Management System (SCMS) in DSIS.  
 

3. The school principal, if no evidence that absences were authorized in alignment 
with district policies regarding attendance, must refer students with patterns of non-
attendance to the school’s Truancy Child Study Team (TCST) to determine the 
cause of the absences. If a pattern of non-attendance has developed, the TCST 
must schedule, at a mutually convenient time, an initial meeting with the parent to 
encourage regular school attendance. The Truancy Intervention Program – Parent 
Letter FM 6951 may be used to document notification of truancy to parent. 
*available in English, Spanish, and Haitian-Creole 
 

4. The Truancy Child Study Team is comprised of principal, school counselor, school 
social worker, other school staff as appropriate, along with parent and the student 
(optional). This team  implements interventions to resolve non-attendance that may 
include: frequent attempts of communication between teacher and family; 
mentoring; counseling; tutoring; daily/weekly progress monitoring; evaluation for 
alternative programs; home visit by social worker; student schedule modification; 
attendance contract; psychological evaluation; referral to other district departments 
such as One Stop Center and The Parent Academy; and referral to outside social 
service agencies for family intervention.  
 

5. Once efforts to enforce school attendance have been exhausted, the TCST will 
complete the Truancy Intervention Program Referral FM 6007. During this process, 
parents are to be informed that a complaint of truancy will be filed with the Florida 
Department of Motor Vehicles (DHSMV) for suspension of driving privileges. 
 

6. The following 5 documents are to be included in the Truancy Referral: 
 

1. Truancy Intervention Program Referral FM 6007 signed by the TCST members, 
along with the parent.  

https://forms.dadeschools.net/webpdf/6951.pdf
https://forms.dadeschools.net/webpdf/6951.pdf
https://forms.dadeschools.net/webpdf/6007.pdf
https://forms.dadeschools.net/webpdf/6007.pdf
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2. Consent for Mutual Exchange of Information FM 6006 signed by the parent; 

*available in English, Spanish and Haitian-Creole 

3.  Daily Attendance (PF-7) screen (summary page only).  
 

4. Student Record/Subjects (PF-1) screen(s) to document academic progress for  
     current and, if applicable, previous year. 
 
5. Student Case Management System (PF-14) screen to display  
    documentation of interventions for the current year and, if applicable, previous  
    year. 
 

7. Although not to be submitted as part of the Truancy referral, it is imperative for the 
Truancy Child Study Team to implement, and document in the student’s cumulative 
folder and in the Student Case Management System (SCMS) in DSIS, all 
interventions employed to rectify attendance concerns. As provided below, the 
team may utilize the following forms to document efforts: 

 
a. the School Attendance Agreement FM 6952 to solidify attendance 

requirements between student, parent, and school. 
      *available in English, Spanish and Haitian-Creole  

 

b. the Home Visit Form FM 5869 to record home visit/s; if no contact is 
made at the home, the visit should be noted and recorded on the form. 

 

c. the Student Progress Report FM 7245 for teachers to measure students’ 
progress. 

 

d. any other school site instrument that documents efforts made by the 
school to engage students and parents (i.e., telephone logs, emails). 
 

8. Staff at the school must document in DSIS escalating services for truancy. Prior to 
submitting the Truancy Intervention Program Referral to the Federal & State 
Compliance Office (FASCO), the following codes must be entered in the Student 
Case Management System (SCMS) in DSIS: 
 

Code Description 

TL Truancy Letter to parent 

TM Truancy Child Study Team 

RT Referred to ATTD (FASCO) 

R3 Referred to DJJ/Truancy 

 
Once the referrals are complete, they must be sent via Ivanti Service Manager (ISM) 
request to FASCO, one (1) student referral per ISM in PDF format.  A Truancy Referral 
Checklist is included in this handbook to assist in the submission of complete referrals for 
timely processing.  

 

https://forms.dadeschools.net/webpdf/6006.pdf
https://forms.dadeschools.net/webpdf/6952.pdf
https://forms.dadeschools.net/webpdf/5869.pdf
https://forms.dadeschools.net/webpdf/7245.pdf


 4 

Staff at FASCO is responsible for processing Truancy referrals. Truancy referrals are 

reviewed by staff for completeness and are submitted to the corresponding social service 

agency, based on the home school’s demography. If referrals are incomplete, or if students 

referred have reached the age of majority, a Resolved Incident reply will be sent stating the 

reason for not processing the referral(s). 

 

• Truancy cases with parent signature/consent and documentation of escalating 

services in the Student Case Management System (SCMS) in DSIS WILL BE referred 

to one of the Truancy Diversion Program Agencies and will be coded with an R on the 

PF-19 screen in DSIS by FASCO. 

 

• Truancy cases without parent signature/consent and documentation of escalating 

services in the Student Case Management System (SCMS) in DSIS WILL NOT be 

referred to one of the Truancy Diversion Program Agencies and will be coded with an 

Y on the PF-19 screen in DSIS by FASCO. 

 

Please maintain all Truancy referral documents in the student’s cumulative folder. 

 
Timely referral of students with patterns of non-attendance is essential for improved student 

achievement. Schools are required to submit Truancy Intervention Program Referrals 

for students between the ages of 6-17, who have 15 unexcused absences within 90 

calendar days, not to exceed 25 unexcused absences.  

 

Code Description 

R Truant student with parental consent; REFERRED to agency. 

Y Truant student without parental consent, NOT REFERRED to agency. 

N Student NOT truant. 

T School Operations – H.E.R.O. Program 

   *Truant flag in DSIS will remain active for only two years. 
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TRUANCY REFERRAL FORMS – REQUIRED 

Truancy Intervention Program Referral (FM-6007) 

 
 

https://api.dadeschools.net/wmsfiles/61/pdfs/6007.pdf
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Consent for Mutual Exchange of Information (FM-6006) 

 

 

https://api.dadeschools.net/wmsfiles/61/pdfs/6006.pdf
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DSIS SCREENS - REQUIRED 
 

 

 

  

PF-1 

PF-7 

PF-14 
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TRUANCY REFERRAL FORMS – OPTIONAL 
 

Truancy Intervention Program Parent Letter (FM-6951) 

 

https://api.dadeschools.net/wmsfiles/61/pdfs/6951.pdf
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School Attendance Agreement (FM-6952) 

 

https://api.dadeschools.net/wmsfiles/61/pdfs/6952.pdf
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Home Visit Form (FM-5869) 

 

 

https://api.dadeschools.net/wmsfiles/61/pdfs/5869.pdf
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Student Progress Report (FM-7245) 

 

 

https://api.dadeschools.net/wmsfiles/61/pdfs/7245.pdf
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TRUANCY REFERRAL CHECKLIST 
 

YES/NO REQUIRED DOCUMENTATION 

 Truancy Intervention Program Referral (FM-6007) with 
required signatures. 

 Consent for Mutual Exchange of Information (FM-6006) 
with required signatures. 

 Daily Attendance Screen – Summary page only (DSIS PF-7) 

 Student Record/Subjects – current and, if applicable, 
previous year (DSIS PF-1) 

 Student Case Management System (SCMS) – current and, 
if applicable, previous year (DSIS PF-14) 

 

Reasons for Returned Truancy Referral 

Required documentation (forms and screens) not submitted. 

Required signatures missing on forms. 

Referred student is not of compulsory school age. 

Referred student has reached the age of majority (18 years of age) and does not 
qualify for additional truancy diversion services. 

Referred student has been officially withdrawn from M-DCPS. 

Referred student has insufficient unexcused absences (<15 unexcused). 

Referred student is currently involved with the Department of Children and Families 
(DCF) and/or the Department of Juvenile Justice (DJJ). 

Referral not submitted in PDF file format. 

Multiple referrals submitted in one ISM (only 1 referral per ISM). 

Incorrect Student Name/Date of Birth on FM-6006 or FM-6007. 

No referral codes on SCMS in DSIS (PF-14) for student. 

https://api.dadeschools.net/wmsfiles/61/pdfs/6007.pdf
https://api.dadeschools.net/wmsfiles/61/pdfs/6006.pdf
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SOCIAL SERVICE AGENCIES 
 

Miami Bridge Youth and Family Services 

 
 
 
 
 

https://www.miamibridge.org/
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Center for Family Enrichment & Child Enrichment, Inc. 

https://www.cfcecares.org/
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ATTENDANCE & TRUANCY MONITORING REPORTS 
 
 

• Student Absence Dashboard (Portal) 

❖ the attendance data is updated daily and allows for the monitoring of 

individual students’ attendance 

 

• Daily Reason Attendance List (Gradebook) 

❖ displays the attendance types and the total number of occurrences in a 

date range for each student 

 

• Attendance Tracking Report (Gradebook) 

❖ gradebooks that have taken attendance 

❖ must have for the 11-day FTE Attendance eligibility window  

 

• Daily Student Attendance Report by Period (Gradebook) 

❖ displays attendance infraction by period 

 

• Early Warning System Indicators (Portal) 

❖ identifies students who have 18+ absences and previous year absences 

 

• Truancy Report (Portal) 

❖ identifies students that have been flagged as truant 

 

• Active Students with 15 or More Unexcused Absences in a 90 Day Period 

(Control-D)  

❖ identifies students that meet the truant criteria and indicates if a truancy 

packet has been submitted 

❖ report runs every Friday beginning in October 
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RELATED STATUTES, STATE AND BOARD POLICIES 
 

BOARD POLICIES 

✓ 5200 ATTENDANCE 

 

✓ 5215 MISSING AND ABSENT CHILDREN 

 

CHAPTERS, FLORIDA STATE STATUTES 

✓ 322.091 ATTENDANCE REQUIREMENTS (MOTOR VEHICLES) 

 

✓ 1001.53 DISTRICT SCHOOL SUPERINTENDENT RESPONSIBLE FOR 
ENFORCEMENT OF ATTENDANCE 

 

✓ 1003.21 SCHOOL ATTENDANCE 

 

✓ 1003.23 ATTENDANCE RECORDS AND REPORTS 

 
✓ 1003.24 PARENTS RESPONSIBLE FOR ATTENDANCE OF CHILDREN; 

ATTENDANCE POLICY 
 
✓ 1003.26 ENFORCEMENT OF SCHOOL ATTENDANCE 

 
 

✓ 1003.27 COURT PROCEDURES AND PENALTIES 
 
 

STATE BOARD POLICIES 

✓ 6A-1.044 PUPIL ATTENDANCE RECORDS 

 

Note:  These statutes are subject to change based on legislative decisions. 

 

https://go.boarddocs.com/fl/sbmd/Board.nsf/Public?open&id=welcome
https://go.boarddocs.com/fl/sbmd/Board.nsf/Public?open&id=welcome
https://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0300-0399/0322/Sections/0322.091.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1001.53&URL=1000-1099/1001/Sections/1001.53.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.21&URL=1000-1099/1003/Sections/1003.21.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.23&URL=1000-1099/1003/Sections/1003.23.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.24&URL=1000-1099/1003/Sections/1003.24.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.26&URL=1000-1099/1003/Sections/1003.26.html
https://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=1003.27&URL=1000-1099/1003/Sections/1003.27.html
https://www.flrules.org/gateway/ruleno.asp?id=6A-1.044
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ADDITIONAL ASSISTANCE 
 

Should you require additional information regarding truancy reporting, please email your 

FASCO Data Specialist for assistance: 

 

Reva A. Vangates, Administrative Director   RVangates@dadeschools.net  

Lynae Richardson, Coordinator-Student Transfers Lrichardson@dadeschools.net 

Mara Ugando, Student Funding Specialist   Mugando@dadeschools.net 

 

Ana Echevarria      AnaEchevarria@dadeschools.net 

Anne Marie Florence     AFlorence@dadeschools.net  

Celestine Johnson      CJohnson@dadeschools.net  

Regina Johnson      ReginaCJohnson@dadeschools.net  

Elizabeth Mendez      EFerreiro@dadeschools.net  

Lisa Ocasio       Lisa.Ocasio@dadeschools.net  

Clara O’Reilly       CO'Reilly@dadeschools.net  

Lili Quesada       LQuesada@dadeschools.net  

Xenia Reyes       325177@dadeschools.net  

Nancy Solomon      NSalomon@dadeschools.net  
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