Attendance Procedures
Indiana State law requires anyone between the ages of seven and sixteen to attend school. It requires that parents or guardians be held legally responsible for seeing that their children are in school. Failure to meet this responsibility is educational neglect. We feel that a day absent from school is a day that cannot easily be retrieved for the student. Every effort should be made to make certain that students are at school every day. All students are required to attend school each day that school is in session. 

Reporting Absences to School

Parents are to notify the school office 883-3700 of a student’s absence by 9:30 A.M. If parents have not called by 9:30 A.M., school personnel will call to check on the student. Anytime a student is absent or tardy from school, either part or all day, a telephone call, note or faxed note is required that day or the day the student returns to school. Physician, dental and counseling appointments should be scheduled after school hours whenever possible. 
Excused Absence

Absences for the following reasons will be considered as excused absences:
1. Personal illness, verified by a doctor’s excuse 

2. Doctor and Dental appointments which cannot be scheduled outside the school day (a written doctor’s statement is to be given to the school office) 

3. Death in the family/Funerals
4. Religious holiday, verified prior to absence by a note from the parent

5. Extreme weather conditions preventing the bus to cover route

6. Court ordered absences
7. Special situations approved by the principal.

All other absences will be classified as unexcused absences.

Tardy to School

Students who arrive at school after 8:25 AM are considered tardy. Parents must accompany their child to the office to sign in when arriving after 8:25 AM. When a student is late, it creates several concerns such as instruction time is interrupted, students are distracted and an inappropriate example is set for all students. 

Procedures for Dealing with Excessive Absences/Tardies

Excessive absence from school is defined as ten or more days absent (excused or unexcused) and/or ten or more tardies.

1.  10 days absent and/or ten tardies-Parents will receive a letter from the principal indicating  the days absent and the total number of tardies recorded.

2. 15 days absent and/or 15 tardies-Parents will receive a second letter indicating the days absent and the total number of tardies recorded. At this time, the school will request a conference with the parents and/or guardians to explain the reasons for the absences and/or tardies.

3. 20 days absent and/or 20 tardies-Principal will make a referral to the Division of Family and Children Services.

4. 25 days absent and/or 25 tardies-Principal will make a referral to SAT Team for recommendations regarding summer school, before school remediation, and other intervention strategies.

     The Administration recognizes that circumstances could arise when extended absences due to illness or accident may occur. In these circumstances the principal may waive the due process.

Early Departure-Definition

Request to release children from school prior to 3:00 P.M. creates a disruption to the learning environment. Parents make these requests for a variety of reasons. Excused early departures are those departures that are verified in writing by a Doctor’s excuse, etc or those departures approved by the building principal for extenuating circumstances. An unexcused early departure will be considered as an unexcused tardy under the procedures dealing with excessive tardiness.

If early dismissal is unavoidable, please follow this procedure:       

-Send a note to your child’s teacher including the date, time and reason for the early dismissal.

       -Report to the office at the designated time. Your child will be called to the office when you arrive.

