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	Bartlett High School
Parent & Student Attendance Procedures



Please follow these procedures to ensure attendance is accurate for your student.

TARDY PROCEDURES

· School starts promptly at 7:00 AM. Students will be marked tardy if they are not in class by 7:00 and must check in through the Attendance Office starting at 7:15. 
· Students can begin entering the building at 6:30. 
· Students have 6 minutes to transition between each class. Students will be marked tardy if they arrive to class after the bell rings. 
· Tardy policy will be followed with progressive consequences. 
· 3rd Tardy - 1st Referral – After School Detention
· 4th Tardy – Parent Contacted
· 5th Tardy Plus – Progressive Discipline.

ATTENDANCE PROCEDURES
 
· Parents/Students have 48 hours (2 school days) to turn in an absent note.

NEW PROCEDURE 
-At home, parents and students will follow a link to electronically submit an absence excuse note using a Microsoft Form. PARENTS WILL USE THEIR STUDENT’S MICROSOFT 365 ACCOUNT TO SUBMIT THE ABSENCE. 
https://forms.office.com/r/LYW8uwVn3Z

-At school students will scan a QR code in first period to electronically submit an absence excuse note.
-Students must use their BCS Microsoft 365 account when submitting the form.
-Students must upload a picture or PDF of the excuse note when submitting this form. Prior to 10 absences, a parent note is sufficient.
-Acceptable notes require a handwritten signature of the parent or guardian.
-BHS will not accept form submissions without an attached attendance note.
-Students and Parents should check PowerSchool regularly to ensure all properly submitted attendance notes are processed.

-Check-in and Check-out notes must still be turned in the old-fashioned way to the 1st period teacher or the Attendance Office.


· Absences cannot be changed after 48 hours. NO EXCEPTIONS!
· Each student is allowed 10 absences, excused or unexcused, per school year. After 10 absences, a doctor’s note is required.
· Bartlett City Board of Education Exam Exemption Policy 4014 - 
· Students enrolled in a high school course having an eighty-seven (87) or higher course average who have five (5) or fewer excused absences may be exempted from the district semester exams. Any unexcused absence disqualifies the student from all exam exemptions. Students in grades 9-12 may be exempted for both fall and spring semester exams.

· Download the PowerSchool app to keep up with grades and attendance! Enable notifications for the most up to date information.


If you have questions, please email Billy Holt, Assistant Principal wholt@bartlettschools.org or Yolanda Ward, Attendance Operator, dward@bartlettschools.org. 
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