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Students

StudentAttendanceResponsibilities

Theproceduresoutlinedareintendedtoinvolvestudents parentsguardians
teachers andadministratorsdirectlyandpersonallyinstudentattendance

Definitions

Truancy Failuretoattendanassignedclassorclasseswithoutconsentof
parentguardianorschoolofficial

Tardy Astudentwhoisnotinhisherseatorathisherassignedclass
location andreadyforinstructionatthetimethetardybellrings The
principalshallinsurethatpassingperiodsareofsufficientlengthtoenablea
studenttoreachthenextclasswithintheallotedtime

UnexcusedTardy Anytardywhichoccurswithouttheconsentofaparentguardian
orschoolofficial

Administrative Responsibilities

Theprincipalshallimplementtheseandotherapprovedattendanceproceduresat
hisherschool Theprincipalshallassisttheteacherinimplementingthe
attendanceprogramforhisherclassroom includinginformingstudentsof
responsibilitiesforattendanceandconsequencesofnonattendance
Administrativeresponsibilitiesshallemphasizethefollowing

1 Establisheffectivecontactandcommunicationwithstudentsand
parentsguardianswhenproblemsaffectinglearning attendanceand
citizenshiponthepartofanindividualstudentoccur

2 Provideassistanceandguidancetotheteacherasnecessaryandadvisable
concerningstudentattendance

3 Establishanoverallschoolenvironmentwhichfostersasecure orderly
andinterestingatmosphereconducivetostudyandlearning

4 Ascertainthattheteacherisfulfillinghisherresponsibilitiesin
implementingappropriateclassroomactions

5 Maintainaccountabilityforfiscalreportingpurposesanddocumentationof
dueprocess

TeacherResponsibilities

Theteacherhasaresponsibilityforencouragingeachstudenttoattendand
participateinhisherclassesandshalltakepositiveactiontobringthisabout
whichwillincludeteachercontactwiththehomeafter theinitialtruancy Each
teachershall
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1 Carefullyplaneachdaysactivities providemeaningfullearning
experiencesforstudentsandcommenceinstructionpromptly

2 Informallstudentsoftheirresponsibilitiesforattendanceand
consequencesofnonattendance

ElementaryProcedures

TheproceduresfordealingwithunverifiedabsencesandtardiesattheELEMENTARY
levelisasfollows

1 Followingtheinitialunverifiedabsenceortardy theteachershall
communicatewiththeparentguardian

2 Uponsubsequentunverifiedabsencesortardies theteachershall
telephoneormakepersonalcontactwiththeparentguardianofthe
student

3 Thesecretaryinchargeofattendanceshallverifythereasonsforall
absencesnotclearedbytheteacher

4 Inadditiontotheparentguardiancontact theteachershalltake
appropriateaction includingreferraltotheadministrator Appropriate
actionmayincludestudent parentguardianconference lossof
privileges detention specialtasks

5 TheadministratormayreferthestudenttoSARB orinitiateahomecall
byPupilSupportServices

6 Atfallandspringconferencing theimportanceofattendanceand
participationofthestudentshallbereviewedwiththeparentguardian

IntermediateLevelTruancyProcedures

TheprocedurefordealingwithtruanciesattheINTERMEDIATElevelisasfollows

1 Theattendancesecretaryshallverifythereasonsforallabsencesand
shallcommunicatewiththeparentguardianonalltruanciesandshall
notifytheteacherofthecontact

2 Followingtheinitialtruancytheteachershallconferwiththestudent

3 Uponthesecondtruancytheteachershallconferwiththestudentand
referstudenttocounselorwhoshallalsoconferwithstudent

4 Uponthethirdtruancyinanyoneteachersclass theteachershallrefer
thestudenttohiscounselorwhoshallconferwithstudentand
parentguardian

5 Uponthefourthtruancytheteachershallreferthestudenttothe
assistantprincipalwhoshallconferwiththeparent
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6 Uponthefifthtruancytheteachershallreferthestudenttothe
principalorhisdesigneewhoshalltakeappropriateaction Appropriate
actionmayincludestudent parentguardianconference lossof
privileges detention specialtasks SARB referralorinitiatevisitation
byPupilSupportServices

IntermediateLevelTardyProcedures

TheprocedurefordealingwithtardiesattheINTERMEDIATElevelisasfollows

1 Followinganinitialunexcusedtardy theteachershallconferwiththe
student

2 Uponthesecondunexcusedtardyinanyteachersclass theteachershall
conferwiththestudentandshalltakeappropriateaction Appropriate
actionmayincludestudent parentguardianconference detention special
tasksorlossofprivileges

3 Uponthethirdunexcusedtardyinanyoneteachersclass theteacher
shallreferstudenttohiscounselor

4 Uponthefourthunexcusedtardyinanyoneteachersclass theteacher
shallreferstudenttohiscounselorwhoshallconferwith
parentguardian

5 Uponthefifthunexcusedtardytheteachershallreferstudenttothe
principalorhisdesigneewhoshalltakeappropriateaction Appropriate
actionmayincludestudent parentguardianconference lossof
privileges detention special tasks SARBreferral orvisitationby
PupilSupportServices

HighSchoolLevelTruancyTardyProcedures

TheprocedurefordealingwithtruanciesandtardiesattheHIGHSCHOOLlevelis
asfollows

1 Whenaparentguardianaccompaniesastudentatthetimeofhisher
initialenrollment theparentguardianshallbegivenacopyofthe
attendancepolicytoread HeShewillbeaskedtosignthatheshehas
receivedtheattendancepolicy

2 Intheeventaparentguardiandoesnotaccompanythestudenttoschool a
lettershallbesentexplainingschoolattendancepoliciesandsetting
forthpenaltiesforrepeatedtruanciesandtardies Theparentguardian
shallbeaskedtosignastatementsayingthathehasreadsuchletter
andreturnthesignedstatementtotheschool

3 Thestudentsthirdperiodattendanceteachershalldiscusstheattendance
policywiththestudentandreceiveasignedstatementthatheshehas
readandunderstandstheregulation includingconsequencesfor
noncompliance Suchsignedstatementshallbekeptonfileintheschool
office
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4 Attendanceofficepersonnelshallverifythereasonsforallabsences

5 Thestudentsparentguardianshallbenotifiedbyattendancepersonnelor
counselorwheneverastudentistruant includingperiodtruancies or
uponthethirdfulldayabsenceorthirdunexcusedtardy Notification
shallbebytelephone orletterorpersonalcontactwhenthe
parentguardiancannotbereachedbytelephone

6 Uponthefourthtruancyorsixthunexcusedtardy theprincipalor
administrativedesigneeshallconferwiththestudentandparent
guardian Theprincipaloradministrativedesigneeshallinformthe
parentguardianandstudentoftheconsequencesofsubsequenttruanciesor
unexcusedtardies Theprincipalshallincludetheteacherandor
counselor andtheRemedialAttendanceProgram

Teacherintheconference Ifaparentguardiandoesnot
respondtotherequesttoattendtheconference awritten
lettercontainingtheaboveinformationshallbesenttothe
homebycertifiedmailorpersonaldelivery Nostudentshall
bereferredtoRemedialAttendanceProgramuntilsuch
communicationwithparentsguardianshasbeenmadebythe
principalorhisdesignee

7 Atthetimeoftheconferenceoruponthereceiptoftheletteras
requiredin66above theparentguardianshallverifythereasonsfor
allabsenceswithinathreedayperiod Allabsencesnotclearedbythe
parentguardianwithinthreeschooldaysoftheabsenceshallberecorded
astruancies

8 Uponthefifthtruancyorseventhunexcusedtardy theprincipal having
certified inwriting thatItems61through66abovehavebeencomplied
with shallassignthestudenttotheRemedialAttendanceProgram

9 Appealsmaybeheardbyacommitteeappointedbytheprincipal

10 Uponthetenthandeachsubsequentfiveabsencesinonesemester the
teachershallcontacttheparentguardian

SuperintendentSupport

TheSuperintendentofSchoolsshallprovidecontinuingguidanceandassistanceto
allschoolprincipalswithregardtothisregulationandreporttotheBoardas
follows

1 Provideinwritingamonthlyprogressreportbyindividualschool

2 EvaluatetheeffectsoftheRemedialAttendanceProgramatthecloseof
eachsemesterandprepareawrittenreport
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