
 

STUDENT ATTENDANCE – PLAIN LANGUAGE SUMMARY 

 

The Board of Education recognizes that regular school attendance is a major component of academic success.  

Through implementation of this policy, the Board expects to reduce the current level of unexcused absences, 

tardiness, and early departures (referred to in this policy as “ATEDs”), encourage full attendance by all students, 

maintain an adequate attendance record-keeping system for safety and school management reasons, identify 

patterns of student ATEDs and develop effective intervention, and verify compliance with compulsory education 

laws. 

 

When a student is absent, tardy, or leaves early from class or school without an excuse, designated staff 

member(s) will notify the student’s parent(s) by phone and/or mail of the specific ATED, remind them of the 

attendance policy, and review ATED intervention procedures with them. 

 

Excused and Unexcused Absences 

Excused ATEDs are defined as absences, tardiness, and early departures from class or school due to personal 

illness, illness or death in the family, religious observance, quarantine, required court appearances, attendance at 

health clinics, approved college visits, approved cooperative work programs, military obligations. 

 Excused Absences 

 Absent Excused Medical  Illness 

     Doctor/Dental appointments 

 Absent Excused Funeral  Death in the Family/Death of significant other 

 Absent Excused Religious  Observance of a holy day 

 Absent Excused Educational  College Visits  

     School field trips/functions 

     (Athletic meets-sectionals, concert/chorus competitions, senior trips, 

etc) 

     Approved Career Education Program 

     Shadowing Experience (approved by Career Ed Coordinator) 

     National “Bring Your Child to Work Day” 

     Military Duty 

 Absent Excused Court  Court Appearance 

 Present Excused Other  Home instruction for long term illness, long term suspension 

 Tardy Excused   Doctor Appointment 

     Illness 

 Early Excused Dismissal  Doctor Appointments 

     College visits (approved by counselor) 

     Illness 

     Court Appearances 

 Unexcused Absences 

 Absent Unexcused  Truancy (occurs when a student is absent without the knowledge and 

consent of parent/guardian) 

     Vacations 

     Parent keeps child home to assist at home 

 

 Tardy Unexcused  Late 

     Overslept 

     Inclement Weather 

 Early Unexcused Dismissal  Personal appointments 

    Early departure for a trip 

All ATEDs must be documented.  It is the parent’s responsibility to notify the school office within at least 24 hours 

of the ATED and to provide a written excuse upon the student’s return to schools.   

 

 

 

 

 



General Procedures/Data Collection 

Attendance will be recorded at least once daily for students in grades K-5. 

 

Attendance will be taken during each period of instruction for students in grades 6-12, except it is not necessary 

to record attendance during each class if a student does not change classes.  All staff who takes period-by-period 

attendance will be required to sign and submit their attendance books to the principal at the end of the school 

year.   

 

Period-by-period attendance codes will be used in grades 6-12 in the attendance register 

 

At the conclusion of each class period or school day, all attendance information shall be compiled and provided to 

the designated staff member(s) responsible for attendance.  

 

The nature of an ATED shall be recorded on a student’s record according to the following codes that will be used 

K-12 by the Building Nurse or Attendance Secretary: 

 

Where consistent with other school practices, teachers and staff shall detain students in the hallways who are 

absent from a class period without excuse and refer the students to the Building Principal/Assistant Principal. 

 

Continuous monitoring will be conducted by designated school personnel to identify students who are absent, 

tardy, or leave class or school early. 

 

Attendance Incentives: 

Positive student attendance is imperative to the academic, social and emotional growth and stability of our 

students.  Although some school buildings may choose to recognize perfect or outstanding attendance, it is the 

responsibility of the student and the parent to ensure that an attendance pattern appropriate to meet these needs 

is established.  A positive attendance pattern will result in its own rewards.  The following are examples of 

incentives to encourage positive attendance which are outlined in the student handbooks:  

  eligibility to attend extra curricular activities 

  eligibility for participation in interscholastic sports 

  eligibility for parking privileges 

  eligibility to obtain pass privileges 

  opportunity for socialization with peers 

 

Disciplinary Sanctions 

If a pattern of unexcused ATED’s begins to develop, school personnel including the School Nurse, Teacher, 

Counselor, Social Worker, Psychologist, or Administrator may make a contact with the student and/or parent to 

discuss the issue in an attempt to help the student be in attendance on a regular basis.  If intervention at this level 

is not successful, the following are examples of disciplinary actions/sanctions referred to in the school handbook 

and may be applied to students with unexcused absences. 

  parent contact (see appendix pages) 

  referral to administrator 

  referral to building Support Service Team 

  attendance counseling 

  detentions 

  restriction of extra curricular activities/events 

  removal of parking privileges 

  removal of working permit 

 

Students are expected to attend all scheduled classes.   Teachers will conduct learning units that require seat 

time, class participation, and in-class activities/work groups.  Therefore, unexcused ATEDs will affect a student’s 

class participation grade for the marking period and could lead to course failure.  

 

 


