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Attendance & Make-Up Work 
 

 
The primary responsibility for school attendance lies with parents/guardians and students.  It is the cooperative 
effort of school officials, parents, guardians, and students that has the greatest effect on fostering regular and 
continuous school attendance. 
 
In-School Suspension (ISS), PTO, detention, and other disciplinary measures are considered appropriate for 
violations of the state and local board policies on attendance. 
 
It is the responsibility of ALL students to make up all work when they are absent.  If the absence is excused, 
students have five days to make up tests and quizzes, and homework is to be turned in the day they return to school.  
 
Attendance Guidelines 

1. If students miss 50% of an individual class period, they shall be considered absent.  
2. If students miss 50% of the day, they shall be considered absent for the entire day. 
3. These include both excused and unexcused absences. 

 
Definition of an Excused Absence: 

a. Death in the immediate family (3 to 5 days) 
b. Court or administrative proceeding 
c. Current doctor’s note 
d. Quarantine 
e. Parent/guardian note for sickness/illness 

(three parent notes per quarter, fourth must be a doctor’s note) 
f. Suspension from school (OSS) 
g. Religious observance 
h. Approved Administrative educational opportunity 

*students will be marked present for school-related absences (field trips, ISS, ALC, etc.) 
 
Parents/guardians will receive a phone call from school when students are marked absent from any class. 
 
School Day for Students 

1. The Instructional day for the 2019-2020 school year is 8:55 a.m. to 3:40 p.m. 
2. Arrival and Departure Time 

● Arrival Time- Students may arrive at school up to thirty minutes before 8:55 a.m. 
● Students who arrive to school after 9:05 a.m. must sign in at the attendance office. 
● Departure Time- Students shall vacate the school buildings within 15 minutes of the end of the 

instructional day unless they are participating in a school-sponsored or allowed extracurricular activity. 
● Responsibility of School Personnel- School personnel are not required to supervise students who arrive 

more than thirty minutes prior to the start of the instructional day or who remain at school more than 
fifteen minutes after the end of the instructional day unless such they are participants in a 
school-sponsored or allowed extra-class activity. 
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Policy for Tardies 
Students who arrive to class or school after instructional time begins (school day or class period) without a valid 
reason for being late will be considered tardy.  When the tardy bell rings, all teachers close and lock their doors. 
Staff will be in the halls during instructional time to ensure students are in class. Classroom teachers will not issue 
any form of hall pass during the first five minutes of class. 
 
Tardies accumulate for each class period per quarter. Each disciplinary action will be prefaced by teacher contact of 
parents.  Penalties for tardies accrued by the quarter will be assessed as follows: 
 
Excessive tardiness will be addressed by teacher contact and administrative consequences.  Teachers will 
conference with the student and contact the student’s parent/legal custodian, and administration will then 
conference with the students, enforcing appropriate disciplinary action in accordance with AR-5131. 
 
The chart below is a sample guideline for the disciplinary action for tardies. It is subject to change. 

Tardy #  Consequence 
1  Warning 
2  Warning 
3  Teacher Intervention and confirmed Parent/Legal Custodian contact 
**Tardy #4 and beyond = begin writing electronic D-1** 
4-6  Administrator Intervention: Level 1 Consequence 
7-8  Administrator Intervention: Level 2 Consequence 
9+  Administrator Intervention: Level 2/3 Consequence 

 
*Teacher Interventions may include: lunch detention with teacher, individual academic assignments, individual 
conference with student/parent, temporary loss of classroom privilege 
*Administration Interventions may include: 

Level 1: Saturday School, lunch detention, period time out, before/after school detention, work detail, parking 
suspension. 
Level 2: In-school suspension (ISS) 
Level 3: Discipline consistent with insubordination. 

**Accommodations will be made on a case-by-case basis for our Exceptional Children (EC) students. 
 
School counselors, teachers, social workers, and administration will work together with parents and students to 
create an action plan as needed. 
 
Policy for Absences: Student & Parent/Legal Custodian Procedures 
Notes for all absences are to be submitted to the attendance office within three school days of the absence(s).   
 
The parent/guardian’s note concerning the absence(s) must include the following: 

1. the current date. 
2. the date(s) or absence(s). 
3. the specific reason for absence(s). 
4. the student’s ID number. 
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5. a parent/guardian signature. 
6. a telephone number where parent/guardian may be contacted  

 
Students who submit a valid note will be given an admission slip, which they are to show to their classroom 
teachers.  Any absence(s) not verified within that time frame by note may be considered unlawful as well as 
unexcused and will be reported to an administrator.  After five absences in a class, students are in danger of failing 
the course, per AR-5110.  Students who attend Career Center should follow correct procedures after an absence 
from class on that campus. 
 
School-Related Absences 
A school-related absence is defined as any absence from class for a school-related reason and includes field trips, 
speakers, inductions, and/or special assemblies, etc. Teachers retain the autonomy in the decision making as to 
whether or not students should be able to participate in any activity that removes them from the classroom. Factors 
they may consider include attendance, current grades, demonstrated responsibility in making up work on previous 
occasions, classroom behavior, etc.  
 
Pre-Arranged Travel 
 
Educational Travel 
Parents/guardians may put in a request for student educational travel, provided it is in writing and in a reasonable 
period of time before the impending absence. The principal may excuse students’ absences for a “good and 
substantial cause,” but students must complete and submit a well-developed log of educational activities and 
experiences promptly upon their return. Absences will be coded as excused upon approval of the written work. 
These days will still be considered absences, so appropriate attendance guidelines/waivers will need to be followed. 
 
College/Career Visitation Day  
Parents/guardians may put in a request for college/career visitation day absences, provided it is in writing and in a 
reasonable period of time before the impending absence. Though the absences are excused, they still count in totals 
for exemption. College/career visitation forms need to be turned into attendance office immediately upon return.  (3 
excused absences per year/per grade) 
 
Leaving School During the Day 
Students are discouraged from leaving during the instructional day except for an emergency, but if this happens, 
they must bring a signed note from a parent or guardian that follows the same rules for absent notes (see above). 
 
This note should be turned in to the attendance office as soon as students arrive on campus.  The Sign In/Out Log 
will be made available to all faculty, detailing students arrivals and dismissals.  When students’ dismissal time 
occurs, they must sign out at the attendance office; failure to do so can result in suspension.  Students must sign 
out to leave campus.  If students return during the instructional day, they must sign back in with the attendance 
office immediately, and will receive an admittance note. 
 
Students are responsible for scheduling their make-up work with their teachers the day they return from an absence. 
All make-up work not completed within the teacher’s reasonable period of time shall be assigned a zero.  (This 
reasonable time period may vary according to the teacher.)  
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Students who need to leave during the school day due to illness or emergency situations should request a note from 
the teacher and report to the main office, where they can contact their parents/guardians to make arrangements and 
sign the student out.  No student may leave school campus without following these procedures. 
 
Skipping Classes 
Students are considered to be skipping class if: 

● They are observed on campus but are not in class, 
● They are absent from class but not on the absentee list or on the sign-out list, or 
● They are more than 10 minutes late to class without a valid note of excuse.  

 
A student may receive any level of punishment for skipping ranging from after-school detention, work detail, 
Saturday school, in-school suspension, or out-of-school suspension, depending on the severity and number of 
incidents.   
 
 


