Eisenhower High School             Tardy/Attendance Procedures                            Fall 2009

TARDY TO CLASS
Students who arrive to class after the bell are considered tardy.  Three (3) unexcused tardies are equivalent to one (1) unexcused absence.  Arriving to class ten (10) or more minutes late is considered an absence. 
Students with excessive tardies will be subject to the following interventions:

INDIVIDUAL CLASSROOM

STEP 1:  The first four tardies in the classroom will be handled by the classroom teacher.  At the 3rd or 4th tardy, the teacher notifies parent/guardian of the tardies and completes an FYI referral.  


(Notification = 2 phone call attempts OR an email.)

STEP 2:  On the 5th tardy, the teacher notifies the appropriate administrative attendance team (per alphabet) via email.  Assistant Principal meets with student (student signs attendance contract), mails contract home, contacts parent, and assigns detention. (Administrator does referral.)
STEP 3:
On the 6th tardy, the teacher emails administrative attendance team and a parent conference with an administrator will be required.  The teacher may attend if available.  Detention is again assigned. (Administrator does referral.)

STEP 4:
On the 7th tardy, the teacher emails administrative attendance team and student will be placed in TAG for one (1) day.  (Administrator contacts parent and does referral.)

STEP 5:
On the 8th tardy, the teacher emails administrative attendance team and student will be placed in TAG for three (3) days. (Administrator contacts parent and does referral.)

STEP 6:  Tardies after 8:  Teacher will email administrative attendance team and student will be placed on a short term suspension.  (Administrator contacts parent and does referral.)
MULTIPLE CLASSROOMS

Along with individual classroom tardy consequences, tardy reports will be run weekly by the attendance office, and students who have a total of ten (10) tardies in a week will automatically go to STEP 3.

ABSENT TO CLASS

Arriving to class ten (10) or more minutes late is considered an absence and three (3) unexcused tardies are equivalent to one (1) unexcused absence.
· If all 9 absences are unexcused, student will fail the course. The teacher will contact (administration) Mrs. Savage via email to arrange study hall to be added to the student’s schedule and parent/guardian will be notified.

OR (Extenuating Circumstances)

· When a student has missed 9 days (combined excused/unexcused) for extenuating circumstances, it is up to the discretion of the teacher to assign credit (full or partial) and a grade.  If a credit or grade is earned, the teacher will attach a statement of support in the grade book.  If the student misses additional days that are unexcused during the trimester, the teacher will contact (administration by assigned alpha) via email to arrange study hall to be added to the student’s schedule and parent/guardian will be notified.

EXCUSED ABSENCES

Excused absences include the following:  illness, emergencies with immediate family, pre-excused medical or dental appointments, school activities, college visits, court dates, or students out of class for security, counseling, or administrative actions.  Students returning from an absence have 48 hours to verify the absence with a note.  Telephone calls do not qualify as excused absences automatically.  Phone calls must be followed up by a written note from parent/guardian. The student will be allowed to make up the coursework (1 day per absence) or as stated in the class syllabus.
NOTE:  School-related absences and security, counseling, administrative absences (TAG/Suspensions) do not count toward nine (9) absences.
UNEXCUSED ABSENCES

Absences that are not due to any of the above reasons are considered unexcused.  It is not okay to be absent from school for special events such as:  family vacations, skiing, hunting, concerts, shopping for a formal dance, getting your driver’s license, senior pictures, etc.  Under the Compulsory Attendance Law these activities are not excused.  These activities should be scheduled outside of school hours.  In addition; sleeping in, missing a ride, trips w/o pre-arranged absence clearance, etc. will result in an unexcused absence.  Makeup work will be at the discretion of the teacher as stated in class syllabus.
REMINDER:  Absences that may have been excused (above) but which are not cleared within 48 hours are also considered unexcused.  
PRE-ARRANGED ABSENCES

To pre-arrange an absence a student must complete a pre-arranged absence form, have a signed note from their parent/guardian, obtain teacher signatures, and present it to the attendance office prior to the absence.  This facilitates arranging homework and should occur at least three (3) days prior to the absence.  For a pre-arranged absence to be excused, it must be for a reason stated above in the EXCUSED ABSENCE paragraph.  In the best interest of students, parents/guardians should plan vacations around the school calendar.
ATTENDANCE INTERVENTIONS

There are many ways that parents and students will be notified of attendance activity.  These notifications are designed to keep parents and students informed of all attendance issues.  Such notification may occur by phone (auto dialer), attendance contracts, discipline referrals, staff contact, letters, and parent/student access to Skyward “Family Access”.

· The attendance office will mail letters home after five (5) days of absence in one or more classes during a trimester.  A second letter will be mailed home at nine (9) absences stating the loss of credit for the trimester in that individual class.
· Phone calls will be done on a daily basis through the automatic dialer system.
· “Family Access” is available for parents/guardians to access student grades and attendance on a daily basis.
· The Retention Specialist is available to do home visits to check on truant students.
· At nine (9) absences (combining excused/unexcused) the teacher has the option to request a student be removed from the class and placed in study hall regardless of the student’s current grade.  Students will receive an “F” grade for the trimester.
· Compulsory Attendance:  In compliance with The Compulsory Attendance Law, when a student has been absent at least five (5) days within 30 days or has ten (10) unexcused absences, Eisenhower High School will begin truancy proceedings in the Yakima County Superior Court – Juvenile Division (BECCA Bill).
