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A POLICY STATEMENT OF  
THE HANCOCK COUNTY BOARD OF EDUCATION  

New Cumberland, West Virginia 26047  
  

STUDENT ATTENDANCE  

 
The West Virginia Board of Education (WVBE) and the Hancock County Board of Education recognize that a direct 
relationship exists between students’ daily school attendance and academic performance, graduation, and good work habits. 
Daily attendance is necessary for students to meet their schools’ academic program standards as each day’s learning builds 
on the work previously completed. While students and parents/guardians have the ultimate responsibility for daily school 
attendance, the laws of West Virginia and WVBE Policy 4110, Attendance, require school administrators to enforce 
compulsory school attendance, and to provide an environment conducive to, and encouraging of, attendance.  
  
Definitions  

Absence is defined as not being physically present in the school facility for any reason.  

Allowable Deductions for Schools are absences that result from school approved curricular/co-curricular activities, failure 
of the bus to run/hazardous conditions, disciplinary measures and school/county directed placements outside the traditional 
classroom environment including but not limited to homebound placement and in-school suspension.  

Attendance is aggregated to the nearest half day according to the following:  

• Full-day attendance means being present at least .74% of the school day  
• Half-day attendance means being present at least .50% of the school day.  

Attendance Rate is the number of days present divided by the number of school days, multiplied by one hundred for 
students in grades K-12.  
 

 

Attendance and Academic Performance  

Excessive absence of students may limit academic progress. Data supports that poor classroom attendance leads to poor 
classroom performance. Upon recommendation of the teacher, a student who is persistently absent and who is academically 
behind will be referred to the Student Assistance Team. Both classroom performance and attendance history will be used 
in the discussions and determinations of a Plan of Action. (State Board Policy 2510 prohibits retention based solely on 
attendance.) Each school shall have at least one designated SAT Coordinator.  

 

Attendance in Universal Pre-Kindergarten  

Enrollment in a Hancock County Schools’ Pre-K program is voluntary. However, once a child is enrolled, the child must 
follow the Hancock County Attendance Policy. If excessive absenteeism and/or tardiness occurs, the principal/teacher will 
communicate with parent/guardian in an effort to improve attendance. A child may be dis-enrolled from a Hancock County 
Schools’ Pre-K program when the principal, teacher, and parent/guardian concur that the best interest of the child would 
not be served by requiring further attendance.   

 

Attendance in Kindergarten  

A child may be dis-enrolled from a Hancock County Schools’ Kindergarten program when the principal, teacher, and 
parent/guardian concur that the best interest of the child would not be served by requiring further attendance.  However, 
the child must re-enroll in kindergarten the following school year.  
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Attendance as a Condition of Licensing for Privilege of Operation of Motor Vehicle  
 
The issuance of a Driver’s Eligibility Certificate is based on age, attendance, behavior and academic progress of a student. 
The student must be at least 15 years old but less than 18 years of age.  

Students enrolled must be attending school regularly. Regularly for the purpose of driver’s license eligibility, is defined as 
less than ten consecutive or fifteen total days unexcused absences during the school year. Suspension or expulsion from 
school or imprisonment in a jail or a West Virginia correctional facility is not a circumstance beyond the control of the 
student, and for purposes of this policy, shall be considered an unexcused absence.  

Students enrolled and making satisfactory progress in a course leading to a diploma or a high-school equivalency diploma 
(i.e., TASC) are eligible for a Driver Eligibility Form and / or reinstatement of driver’s license. Satisfactory Academic 
Progress is defined as attaining and maintaining grades sufficient to allow for graduation and course-work in an amount 
sufficient to allow graduation in five years or by age nineteen, whichever is earlier. This would calculate in the minimum 
annual earning of five credits to allow graduation in five years based on the graduation requirements set forth in 
§126CSR42, WVBE Policy 2510:  Assuring the Quality of Education, Regulations for Education Programs. Three of the 
five credits earned annually must be from the core requirements identified in W. Va. §126CSR42, WVBE Policy 2510:  
Assuring the Quality of Education, Regulations for Education Programs.  
  
In addition, the student shall not have committed on the premises of an educational facility, at a school-sponsored function, 
or on a school bus an assault and/or battery on a school employee, possessed a deadly weapon, sold a narcotic drug, 
unlawfully possessed a controlled substance governed by the uniform controlled substances act, WV Code §60A-11 et seq., 
or committed an act or engaged in conduct that would constitute a felony under WV Code if committed by an adult.  
   
 
Roles and Responsibilities in Regards to Attendance  
 
The county attendance director and his/her assistants shall diligently promote regular school attendance.  
  
They shall ascertain reasons for unexcused absences from school of students of compulsory school age and students who 
remain enrolled beyond the compulsory school age and take such steps as are, in their discretion, best calculated to 
encourage the attendance of students and to impart upon the parents and guardians the importance of attendance and the 
seriousness of failing to attend school regularly.  
  
In the case of three (3) total unexcused absences of a student during a school year, the principal or attendance director 
shall “make meaningful contact” with the parent/guardian of the student. 
  
In the case five (5) total unexcused absences, the principal or attendance director shall make “meaningful contact” with 
the parent/guardian of the student.  

In the case of ten (10) total unexcused absences of a student during a school year, the attendance director or assistant 
may make complaint against the parent, guardian, or custodian before a magistrate of the county.  If it appears from the 
complaint that there is a probable cause to believe that an offense has been committed and that the accused has committed 
it, a summons or a warrant for the arrest of the accused shall issue to any officer authorized by law to serve the summons 
or to arrest persons charged with offenses against the state.  More than one parent, guardian or custodian may be  
charged in a complaint. Initial service of the summons or warrant issued pursuant to the provisions of W. Va. Code §18-8-
4 shall be attempted within ten (10) calendar days of the receipt of the summons or warrant and subsequent attempts at 
service shall continue until the summons or warrant is executed or until the end of the school term during which the 
complaint is made, whichever is later.   
 
 When calculating unexcused absences for the purpose of making complaints against a parent, guardian, or custodian before 
a magistrate, unexcused absences resulting from suspensions or expulsions from school shall not be considered.    
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The magistrate court clerk, or the clerk of the circuit court performing the duties of the magistrate court as authorized in 
W. Va. Code §50-1-8, shall assign the case to a magistrate within ten (10) days of execution of the summons or warrant.  
The hearing shall be held within twenty (20) days of the assignment to the magistrate, subject to lawful continuance.  The 
magistrate shall provide to the accused at least ten (10) days advance notice of the date, time, and place of the hearing.    

When any doubt exists as to the age of a student absent from school, the attendance director has authority to require a 
properly attested birth certificate or an affidavit from the parent, guardian, or custodian of the student, stating age of the 
student.  In the performance of his or her duties, the county attendance director has authority to take without warrant any 
student absent from school in violation of the provisions of this article and to place the student in the school in which he or 
she is or should be enrolled.    

The attendance director shall file with the county superintendent and county board of education, at the close of each month, 
a report showing activities of the school attendance office and the status of attendance in the county at the time due to 
provisions in W. Va. Code §18-8-4. An end of the year report shall be given in June at a Board meeting.  

The attendance director shall support the school principal to implement and execute the duties as defined in W. Va. Code 
§18-8-5:  

1. The principal shall compare school numbers with school enrollment monthly. 
2. In the case five (5) total unexcused absences, the attendance director or principal shall make “meaningful contact” 

with the parent and/or guardian of the student. 
3. It shall be the duty of the principal, administrative head, or other chief administrator of  each school, whether 

public or private, to make prompt reports to the county attendance director, or proper assistant, of all cases of 
unexcused absences arising within the school which require the services of an attendance worker. 

4. A student whose educational services are guided by an existing SAT plan, IEP, or 504 plan may warrant special 
consideration when a pattern of multiple, single, or chronic absences exist.  The child’s current status should be 
reviewed by the SAT, IEP, or 504 team as deemed appropriate and in accordance with state and federal laws.  

Each parent, guardian, or custodian is responsible for fully cooperating in and completing the enrollment process by 
providing: immunization documentation (W. Va. Code §16-3-4), copy of a certified birth certificate or affidavit (W. Va. 
Code §18-2-5c), signed suspension and expulsion document (W. Va. Code §18-5-15), and any other documents required 
by federal, state, and/or local policies or code.  

Jurisdiction to enforce compulsory school attendance law lies in the county in which a student resides and, in the county, 
where the school at which the student is enrolled is located.  When the county of residence and enrollment are different, an 
action to enforce compulsory school attendance may be brought in either county and the magistrates and circuit courts of 
either county have noncurrent jurisdiction for the trial of offenses arising under W. Va. Code §18-8-4.  

Teachers are expected to promote excellent attendance and to follow all provisions outlined in this policy.  Teachers are 
expected to keep up-to-date, accurate attendance records for each of their classes, recording tardies, absences, and school 
related absences.   

Special Circumstances for Students 18 Years of Age and Older  
  
The compulsory school attendance provision of WVC §18-8-1a and §18-8-2 shall be enforced against a person 18 years of 
age or older for as long as the person continues to be enrolled in a school system, and shall not be enforced against the 
parent, guardian, or custodian of such person.  
  
Any person 18 years of age or older who is enrolled in school who, after receiving due notice, fails to attend school in 
violation of the provisions of WVC §18-8-2 or without just cause, shall be guilty of a misdemeanor and shall, upon 
conviction of a first offense, be fined not less than $50 nor more than $100 together with the costs of prosecution and 
required to attend school and remain throughout the school day.  
  



  File: JE 

Page  4 of 7 
 

Upon conviction of a second offense, a fine may be imposed of not less than $50 nor more than $100 together with the 
costs of prosecution and the person may be required to go to school and remain throughout the school day until such time 
as the person graduates or withdraws from school.  

  
Upon conviction of a third offense, any person 18 years of age or older who is enrolled in school shall be withdrawn from 
school during the remainder of that school year. Enrollment of that person in school during the next school year or years 
thereafter shall be conditional upon all absences being excused as defined in law, state board policy and county board of 
education policy. More than one unexcused absence of such a student shall be grounds for the director of attendance to 
authorize the school to withdraw the person for the remainder of the school year. (WVC §18-8-2)   
  
Jurisdiction to enforce compulsory school attendance laws lies in the county in which a student resides and, in the county, 
where the school at which the student is enrolled is located. When the county of residence and enrollment are different, an 
action to enforce compulsory school attendance may be brought in either county and the magistrates and circuit courts of 
either county have concurrent jurisdiction for the trial of offenses arising under this section.  
 

Procedures Regarding Absences  

To comply with WV State Codes §18-8-1 and §18-8-2, all schools must record excused and unexcused absences. For 
uniformity, the following procedures should be followed:  

When a student is absent, it is the responsibility of the parent or legal guardian to inform the school by phone of the reason 
for the child’s absence. If phone contact has not been made, upon returning to school, the student shall present a written 
note. If phone contact or note is not presented within three days, the absence shall remain unexcused.  The parent or 
guardian may report a child off sick five (5) days within an academic school year, thereafter, a doctor note must be 
submitted in order or the absence to be excused. 

All absences are recorded in the West Virginia Educational Information System (WVEIS) using the designated code 
describing the reason for absence.  

Participation in school sponsored, board-sanctioned activities or attendance at a state tournament in which the school is 
participating is recorded with an X1 code (school approved curricular or extra-curricular activity). The absence is not 
included in the calculation of attendance rate.  

Students on Homebound instruction, Out-of-School Placement, Extended Hospital stays, and/or Alternative Education are 
not exempt from the Attendance Laws of the State of West Virginia.  

Except in extenuating circumstances, the principal or designee shall contact the parent/guardian within two hours 
of the school’s starting time to confirm a student absence. In extenuating circumstances, the principal/designee will 
contact the parent/guardian as soon as feasible.  

Participation in school functions (sporting events, dances, etc.) will be contingent upon proper attendance of school.  
 

Final Exams 

To prepare high school students for future educational goals, it is highly recommended that they take final exams.   

As an INCENTIVE for excellent attendance, high school students, who have two (2) absences or fewer, as well as a C 
average in a class, will have the option of taking final exams.  Any final exam taken as an option, will not negatively affect 
the final grade in the class.  With WRITTEN PARENTAL PERMISSION, the principal may excuse qualifying students 
from taking final exams. 

Students who miss more than two (2) days in a semester, will be required to take a comprehensive final exam of material 
covered in that semester which will count as 15% of final grade.  For the purpose of determining who is required to take 
the final, three (3) tardies or early dismissals in any class will count as one absence in that class. 
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Other than school-related activities, late or non-running buses, and death in immediate family, no other excuse, excused or 
unexcused, will be accepted for determining which students are required to take the final exam. 

 

Make-up Work  

All students will have the opportunity to make up work.  The following provisions shall be made in all schools: 

1. It is the responsibility of the student upon returning to school to contact the teacher for make-up work and 
to complete all work within the time period allotted.  For absences anticipated to extend beyond two days, parents 
may notify the school & request make-up work.  The school shall provide the make-up work within 24 hours.   

2. It is the responsibility of each teacher to provide make-up work and to inform students of  the procedures 
to be followed in obtaining and completing work.  

3. A student shall be given the same number of days missed to complete all make-up work  (e.g., two days 
absent = two days to make up work missed) 5 days will be the maximum number of days allowed to complete 
makeup work.    

4. If a student arrives late to school, he/she is responsible for contacting the teacher that day  to take any test 
scheduled or submit any work due that day.  

5. Failure of the student to contact the teacher or make up the work within the time allotted  will result in an 
incomplete grade for work not completed.  

6. A teacher should use professional judgment in granting exceptions to these rules if he/she determines a 
student’s special individual needs warrant considerations.  

  
Short Day for Students  

Attendance for the entire school day for all four years during grades 9-12 is important so that students obtain the full benefit 
from the educational programs offered in Hancock County Schools.  Therefore, all students shall be scheduled in the 
defined high school curriculum, college courses, career and technical programs, credit recovery, Option Pathway, 
experiential learning, or virtual school courses for the full instructional day for all four years.  
  
The Hancock County Board of Education shall permit students to shorten their school day if a compelling circumstance 
exists. A twelfth-grade student maintaining a 2.0 average in classes and with the approval of his/her parent or guardian 
may apply for short day scheduling due to one or more of the following reasons:  
  

1. Economics – the parent or guardian provides written approval and states the economic  need for the 
student to hold a job; the employer provides a signed document of the schedule  of hours the student works;  

2. Education – the parent or guardian provides written approval; the student provides proof  of enrollment 
in at least two college classes of at least three hours each at an approved  institution;  

3. Marriage with Family Responsibilities – the student provides a valid marriage  certificate; 

4.  Military Service; or  

5.  An unforeseen situation deemed a compelling circumstance by the Director of Teaching, 
 Learning and Assessment and the Attendance Director.  

 
Students applying for short day must first meet with his/her high school guidance counselor to ascertain GPA and review 
completion of graduation requirements.  The student must complete an application and return completed application to the 
guidance counselor.  Parent or guardian must sign application form in the presence of the high school guidance counselor.  
The principal will sign the application verifying that the student is eligible, that the information is accurate and the 
application is complete.  The principal will forward the application to the Superintendent or designee, for board approval.  
Applications will be reviewed only during the first two board meetings of each semester.  
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Home Bound Instruction  

Homebound instruction is provided for students unable to attend school because of physical or emotional needs.  Hancock 
County Schools believe that the best place for an education is in the school.  Homebound instruction is provided only when 
accommodations cannot be made such as providing a reduced day schedule and/or modifications in the classrooms.  The 
Homebound instruction can be administered in the hospital or a central location agreed upon by the parents, doctor(s), and 
school administration. A licensed physician may recommend a student for homebound services if the diagnosis is such that 
a student is unable to participate in a regular school setting.  The physician must be aware that homebound instruction is 
not equal to instruction in the school and is provided to help keep a student abreast of their studies until their return to 
school.   
  
Homeless Children And Youth (McKinney-Vento) 

The attendance director shall serve as the liaison for homeless children and youth as defined in W.Va. Code 
§18-8-4.  As defined in H. R. 1 as the liaison for homeless children and youth, the attendance director is required to: 

(1) Ensure that public notice of the educational rights of students in homeless situations is disseminated 
where children and youth receive services. 

(2) Ensure that parents or guardians are informed of educational and related opportunities available to their 
children, and are provided with meaningful opportunities to participate in the education of their children. 

(3) Ensure that parents or guardians are informed of, and assisted in accessing, all transportation services for 
their children, including to the school of origin. 

(4) Help unaccompanied youth choose and enroll in a school, after considering the youth’s wishes, and 
provide the youth with notice of his or her right to appeal the school district’s decision. 

(5) Immediately assist in obtaining immunizations or record of immunizations or other medical records for 
those students who do not have them, and assure that students are enrolled in school while the records 
are being obtained. 

(6) Ensure that parents or guardians are aware of the dispute resolution procedure. 
 

Dispute Resolution Process 

Below are five (5) components for resolving disputes regarding school selection and enrollment for homeless 
children and youth: 

• If a dispute arises over school selection or enrollment, the child/youth must be immediately enrolled in 
the school in which he/she is seeking enrollment, pending resolution of the dispute (PL 107-110, Section 
722(g)(3)(iv)).  Enrollment is defined as “attending classes and participating fully in school activities”. 

• The school must refer the student, parent or guardian to the LEA’s homeless liaison to carry out the 
dispute resolution process as expeditiously as possible. The homeless liaison must ensure that the 
dispute resolution process is also followed for unaccompanied youth. 

• A written explanation of the school’s decision regarding school selection or enrollment must be 
provided if a parent, or unaccompanied youth disputes such a school selection or enrollment decision, 
including the right to appeal (PL 107-110, 722(g)(3)(ii). The written explanation shall be complete, as 
brief as possible, simply stated and provided in a language that the parent, guardian or unaccompanied 
youth can understand. 

• If the dispute remains unresolved at the district level or is appealed, then the district homeless 
Attendance Director liaison shall forward all written documentation and related paperwork to the 
homeless liaison at the county office of education (BOE). The BOE’s homeless liaison will review these 
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materials and determine the school selection or enrollment decision within five (5) working days of 
receipt of the materials. The BOE homeless Attendance Director liaison will notify the LEA and parent 
of the decision. 

• If the dispute remains unresolved or is appealed, the BOE homeless liaison shall forward all written 
documentation and related paperwork to the State Homeless Coordinator. Upon review of the LEA, 
BOE and parent information, the WVDE will notify the parent of the final school selection or 
enrollment decision within ten (10) working days of receipt of materials. You may reach the State 
Homeless Coordinator, Rebecca Derenge, by phone at 304-558-7805 X 53204 or by email at 
rderenge@k12.wv.us 
 

School districts must enroll students experiencing homelessness immediately. If, after enrollment, it is 
determined that a student is not homeless as defined in the law, school districts should follow the policies that 
are in place to address other forms of fraud. Written notice should be given to the parent, guardian or youth 
including his or her right to appeal the decision. 
 

Appeal Process  

A parent/guardian may request a building level review of their child’s attendance record at any time 
during the school year. If necessary, the county Attendance Director may act as a source of attendance 
information and / or as a mediator to any dispute in the attendance record.  

  
 
Date Adopted:   4/25/83  
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5/22/17; 10/30/19; 7/08/20; 11/08/21 
Date Reviewed:   7/01/85; 11/12/13 
Date State Reviewed:  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3/23/01; 3/26/02; 6/04/03 
   
 

The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted.   
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