Companion Guide: Elementary & Middle School Family Notification
Massachusetts State Seal of Biliteracy
[bookmark: purpose-of-this-notification]About This Guide
This guide supports schools and districts in completing and implementing Family Notification Template for Families of Elementary & Middle School Students for the Massachusetts State Seal of Biliteracy. It is intended to:
· Clarify which parts of the notification must remain unchanged
· Identify the sections schools / districts need to complete
· Provide examples of clear, family-facing language
· Support consistent, accurate implementation across schools and districts
This guide is not a separate requirement. It is a tool to help schools and districts use the notification template effectively and ensure that the information provided to families is clear, accurate, and actionable.
Districts may tailor the notification at the school level rather than the district level, particularly when language programs differ by school. A school-based approach allows families to receive information that reflects the programs available at their child’s school. Districts remain responsible for ensuring that all schools in the district provide families with the notification each year.
Purpose of This Notification
This notification is required as part of school / district participation in the Massachusetts State Seal of Biliteracy program. Schools / districts must provide annual written notification to families about the Seal, its purposes, and eligibility requirements.
[bookmark: part-1-use-the-template-as-written]The notification ensures that students and families are aware of the opportunity early enough to support language development, program enrollment, and future preparation for the Seal of Biliteracy.
The Department’s template meets all applicable legal requirements and reflects current best practices. Schools / districts may use their own format; however, using the template as written satisfies the requirements for annual family notification.
[bookmark: X811f10ecf90672892ad5f192a2781afe83fde6b]Part 1: Use the Template as Written
Do not revise or rewrite the following sections:
Schools / Districts should only insert their district or school name where indicated and should not change the language in:
· What is the State Seal of Biliteracy?
· Why it matters
· What students need to do
· How you can prepare now
· Does your family use a language in addition to English? 
These sections reflect state guidance and should remain consistent across schools / districts.
[bookmark: part-2-sections-to-complete]Part 2: Sections to Complete
Complete the following sections with accurate, local information.
A. [bookmark: X75f08e9f6dc1662aad8a7ca0f45646733ba2a83]Fields to complete throughout the template
Complete the following fields wherever they appear:
· [SCHOOL / DISTRICT NAME]
· Contact name and contact information
B. [bookmark: b.-graduation-requirements]Language Programs in [SCHOOL / DISTRICT NAME]
Complete this section with specific information about the language programs available in the school / district.
Use the list in the template to show:
· The language
· The program type
· The grade at which the program begins
Examples:
· Spanish: Foundational — begins in grade 6
· Spanish: Heritage — begins in grade 9
· Portuguese: Bilingual — begins in grade K
Be sure to include:
· Each language separately
· Each program type offered for that language
· The first grade at which the program becomes available

C. [bookmark: Xa1186db2a60a333a6c85075ca6b018c323c1cca]School / District Contact Information
Complete the Contact section with a clear local point of contact. Include:
· The name or title of the person families should contact
· Email address, phone number, or both
· Contact information that is current and monitored
This section should make it easy for families to ask questions and learn about local language program options.
Part 3: Implementation 
A. [bookmark: annual-distribution]Annual distribution
· Provide the notification to all families of elementary and middle school students each year.
· Send the notification directly to families by email or physical mail.
· Website posting and other communications may supplement, but do not replace, direct distribution.
B. [bookmark: timing]Timing
Send the notification at least once each year. It is most effective when distributed before key planning and enrollment decisions:
Examples may include
· Beginning of the school year
· Program enrollment periods
· Course selection or scheduling windows, where applicable
C. Accessibility
Provide the notification in a language that families can understand.
· Use clear formatting
· Provide a responsive contact person
D. Program Access
The section titled “Language programs in [SCHOOL / DISTRICT NAME]” should reflect actual school / district practice.

Schools and districts should ensure that the language programs described in the notification are offered as part of the regular school schedule and are available to all students, including students receiving English learner services or special education services, consistent with state and federal civil rights laws.

Families should be able to rely on the information in the notification when making decisions about language program participation and future preparation for the Seal of Biliteracy.
