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CODE: C7 
 

PROCEDURES  
STUDENT ATTENDANCE: 
 

When a student is absent 
Parents/guardians are expected to contact the school by 8:15 am with a verbal reason for the 
absences.  If the school does not receive a call or receives a call but no reason for the 
absence, it is considered unexcused or truant until we receive an acceptable excuse for that 
absence.  The building principal determines whether an absence is excused or unexcused. 
 
Based upon State law (§ 1121), a parent/guardian is responsible for their child attending 
school, unless the child: 

1. is mentally or physically unable to attend; or 

2. has completed the tenth grade; or  

3. is excused by the superintendent or a majority of the school directors.  (The 
superintendent of a public school may excuse, in writing, any student from attending the 
school for a definite time, but for not more than ten consecutive school days and only for 
emergencies or for absence from town). 

Parent/guardian must obtain prior approval from the Superintendent for any extended 
leave due to emergencies or absence from town.  
 
If a child has not arrived at school, and we have not received a phone call, a designated school 
employee will call the home every day a student is out.  If there is no answer we will contact 
the emergency number you have provided.  This procedure is designed to ensure that a child 
is safe if s/he does not arrive at school. 
 
If a student has an unexcused absence from school, s/he will not be allowed to participate in 
any school sponsored after school function, such as a game, concert, club, etc. 
 
Written Excuses 
Parents/guardians must send a signed and dated note for every absence, with child’s full name 
and reason for the child’s absence when the child returns to school or a doctor’s written 
excuse. The note from a parent must arrive two weeks (14 days) from the date of absence.  
 
Doctor’s written excuse is required after three consecutive days of absences due to illness in 
order for those absences to be considered excused absences. 
 
After a total of 10 days of absences due to illness, a doctor’s written excuse is required for 
each additional absence due to illness.  If a doctor’s written excuse is not provided the 
absences will be deemed unexcused.  
 
Tardiness   
Punctuality at school is extremely important. All students arriving after (the building start time) 
will be considered tardy. Any student arriving late to school must check into the office, to obtain 
a pass to class.  
 
*Students arriving after the start of the school day without a valid excuse approved by the 
Principal, will not be able to participate in after school or evening activities. 
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Chronic tardiness may impact academic proficiency.  Students with chronic tardiness will be 
referred to the truancy coordinator and administration to initiate a meeting with the intervention 
team as needed. 
 
Notification of Parents/Guardian 
The attendance policy and procedures will be posted on the district website and in each 
student handbook. 
 
Unexcused Absences Notification 
Parents will be notified by letter when five (5) unexcused absences have occurred.  At seven 
(7) unexcused absences the parent will be requested to attend an attendance meeting in order 
to proactively develop an attendance plan. 
At ten (10) days of unexcused absences the parent will be notified.  If the parent and student 
are not actively working with the attendance team and following the plan developed, an 
affidavit will be filed with the district attorney’s office and copied to the Department of Children 
and Families Services. 
 
Early Dismissal/Signing Out of School 
If students need to leave school, parent/guardian must come into the building to sign their child 
out.  If the parent is sending a designated adult to pick up their child the person must be 
identified on the emergency contact card or the parent/guardian must call the school with the 
name and relationship of the person picking up their child.  This person will be required to 
provide valid identification.   
 
At the high school level, seniors who are academically eligible and meet the guidelines for 
senior privileges can sign out in the main office. 
 
Excessive Absenteeism 
Students with seven (7) or more unexcused absences will be referred to the truancy 
coordinator and school administration to set up an attendance intervention team meeting.  
 
Homebound and Hospitalized Students 
Any student who is expected to be out of school because of a serious illness 
(homebound/hospitalized instruction) for more than 10 days may be entitled to a tutor in order 
to maintain his/her skill level. Please obtain a doctor's written order and contact the school if 
this situation occurs.  
 
Missed Assignments/Making Up Work 
Planned student absence(s): Prior to any approved planned absences, students or 
parent/guardian are required to make arrangements for completing any missed class work or 
assignments. 
 
Unexpected student absence(s): Students or parent/guardian are required to make 
arrangements for completing any missed class work or assignments. Students will have an 
equal number of days they were absent to complete the work.  
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