What follows is a proposed draft of a Comprehensive Attendance Policy that uses TEA’s Attendance module to manage your Section 104.1 of the Regulations of the Commissioner of Education obligations.  





School Name


Comprehensive Attendance Policy





Overall objectives to be accomplished: This policy is intended to ensure the maintenance of an adequate record verifying the attendance of all children at instruction in accordance with Education Law section 3205.  To help ensure sufficient pupil attendance at all scheduled periods of actual instruction or supervised study activities to permit such pupils to succeed at meeting the State learning standards.





Description of the specific strategies to be employed to accomplish these objectives:  In order to accomplish the objectives, attendance will be taken during the homeroom period for each day of scheduled instruction as follows:  


I. School Attendance:


The office will prepare and provide homeroom attendance cards.  These cards will contain the student’s name, number, and homeroom number.  All of the cards for a given homeroom will be placed in a bundle with the top card providing the homeroom number and teacher’s name.  These bundles will be kept in a secure area of the main office.  


When a homeroom teacher arrived at school, he/she will stop by the main office and pick up his/her attendance cards (ONLY the homeroom teacher or his/her assigned substitute will be permitted to pick up the cards.)


During the homeroom period, the teacher will check the attendance, pulling out the card of any student that is not in homeroom. These cards will be placed at 90 degrees to the rest of the cards and the whole deck will be picked up before the homeroom period ends.


As soon as possible, the attendance officer will enter the appropriate data into TEA’s daily attendance routine and a ‘School Attendance Report’ will be printed and distributed to all class teachers.  The attendance officer will attempt to verify the reason for the student’s absence/tardiness in a timely manner.  Once the reason has been established, the student’s record will be edited appropriately.





II. Class Attendance:


In order to facilitate class attendance, at the beginning of the school year, the office will prepare and distribute to each teacher a listing of each of his/her classes.  These lists will include the course name and number and the name and number of each student enrolled in that course, (as changes occur, the teacher will be provided with appropriate updates).  In addition, cards will be made available to all teachers.  The cards will have room for date, course name, number, teacher’s name, student name and number and comment area. 


Throughout the school day, attendance will be taken at each period/teacher change.  If a student is tardy or leaves class or is absent but not listed as such on the ‘School Attendance Report’, the teacher will record on the provided cards, the student’s name/number, course name/number, and indicate absent, tardy or left class.  The teacher will bring these cards, if any,  to the attendance office during lunch and at the end of the school day.    


The attendance officer will ascertain the reason and record the appropriate information on the student’s record.





III. Incentives/Sanctions:


As an incentive for students, monthly perfect attendance lists will be posted.  Students maintaining perfect attendance will also be commended at the end of year assembly.


Any unexcused absence, tardiness, or leaving of school or class will be reported to the student’s parents.  The reports will consist of initial telephone conversations to discuss appropriate actions.  If the problem persists in school meetings will be arranged.  If it becomes evident that no workable solution can be found the school may resort to suspension or ultimate dismissal. 





Absences, tardiness and early departures will be excused and which will not be excused and an illustrative list of excused and unexcused pupil absences and tardiness 


the coding system used to identify the reason for a pupil’s absence, tardiness or early departure recorded in the register of attendance is as follows:


	School Codes


     "A-absent"—this code is used as a temporary code until the reason for the student’s absence is established.


     "B-begin"—used when a student enrolls for school after the school year has begun.


     "D-deleted code"—used to ‘back-out’ an erroneously recorded absence 


     "E-education"—used to indicate that the excused absence is due to and educational event, away from the school.


     "F-family"—used to indicate an excused absence due to a family need.


     "G-excused tardy"—used to indicate that the student was late for school, for an acceptable reason.  Acceptable reasons are those listed here plus any other explanation that  is deemed both plausible and reasonable by the school administration.   


     "I-unexcused absence (illegal)"—formerly called ‘illegal’ absence.  Any absence not due an acceptable reason.  A parent may challenge an administrative determination, however, the school’s final decision after conciliation will stand. 


     "K-unexcused mid-day"—used if a student is missing from school during the day, but is present at both the start and end of the day, and does not have an acceptable reason.


     "L-excused absence (legal)"—formerly called ‘legal’ absence.  Any absence not fitting a predefined classification that is approved by the school administration.


     "N-transferred"—used to indicate that a student that was enrolled has left the program to attend another school.


    "O-drop-out"—used to indicate that an enrolled student has left the program but does not enroll at another school.


    "P-expelled"—used when an enrolled student is forced to leave the school.


    "R-truant"—used when a student is absent without an acceptable reason.


    "S-sick"—used wen a student is absent for an acceptable medical reason.


    "T-unexcused tardy"—used when a student is late for school and does not have an acceptable reason.


    "U-suspended-out of school"—used when a student is denied access to the school for the day.


    "V-suspended-in school"—used when a student is in attendance but is denied access to his/her classes. 


    "W-weather"—used when a student is absent due to the weather.


    "X-excused mid-day"—used if a student is missing from school during the day, but is present at both the start and end of the day, and does have an accepted reason.


    "Y-unexcused early departure"—used if a student leaves school for the day, without permission.


    "Z-excused early departure"—used if a student leaves school for the day due to an acceptable reason.








	Class Codes


 "1 Excused Absence"			 "2 Unexcused Absence"


 "3 Excused Tardy"			 "4 Unexcused Tardy"


 "5 Excused Early Departure"		 "6 Unexcused Early Departure"


The classification will be determined by the attendance officer based on the school’s attendance record, any comment provided by the course teacher on the class attendance card and explanatio
