Summary of Procedures for
Student Attendance
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Student absences should be reported to the attendance office as soon as possible.  The direct number


for the attendance office is 732-650-5220.  
2.   A Parent/Guardian calling to report an absence does not excuse the absence.  Absences are excused 

only with proper documentation.

3.    All documentation to excuse absences must be submitted to the attendance office with 14 days of the

  
absence.  Please write the Grade and Student ID Number on all notes.
4.    Religious Holidays are excused only when the Parent/Guardian calls the attendance office and the 


Holiday is on the State approved calendar  
5.    Death in Family are excused absences for immediate family.  Notify the attendance office as soon as
possible.
6.    College Visits are excused only when the student returns from the college visit with documentation

 on the college letterhead stating the student’s name and date of visit.  
7.    Chronic Illness absences must be called in by a Parent/Guardian on the day of the absence before 

11:00 a.m. The Parent/Guardian must state that the absence is due to a chronic illness.

8.    Students who are tardy to school must report to the attendance office and get a pink tardy pass to


class.

9.    Students who are leaving school early must sign out in the main office.

10.  Student attendance may be checked on the Parent Portal at any time.

Further information on attendance may be found in the Student Handbook and/or Board Policy available on the District Website @ www.edison.k12.nj.us
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