
Minnetonka High School Attendance Procedures (25-26) 
 
School Board Policy #502: Attendance 
This policy recognizes that school attendance is the responsibility of the student and parent/guardian, supported by the 
teachers and administration. Therefore, the purpose of this policy is to encourage regular school attendance and 
punctuality so that learning can take place. It is intended to be positive and not punitive, and all measures taken will be in 
the students’ best interest. This policy will assist families and school personnel in making attendance decisions. 
 

●​ Student and Parent Responsibility: It is the student’s and parent’s responsibility to: 
○​ Ensure student attends all assigned classes and other instructional activities on time each day that school 

is in session. 
○​ Be aware of and follow the correct procedures when student is absent from an assigned class or other 

instructional activity. 
○​ Inform the school of student absences. 
○​ Request any missed assignments due to an absence and ensure assigned work is completed. 
○​ Work cooperatively with the school and the student to resolve any attendance issues that may arise. 

●​ Teacher's Responsibility: It is the teacher's responsibility to: 
○​ Take regular attendance and maintain accurate attendance records in each assigned class and other 

instructional activities. 
○​ Be familiar with all procedures governing attendance and apply them uniformly. 
○​ Provide a student who has been absent with missed assignments upon request. 
○​ Work cooperatively with the student and parent/guardian to resolve any attendance issues that may arise. 
○​ Work cooperatively with the student’s parent or guardian when the student’s attendance record impacts 

academic performance. 
●​ Administrator's Responsibility: It is the administrator's responsibility to: 

○​ Require students to attend all assigned classes and other instructional activities. 
○​ Be familiar with statutes, policies and procedures governing attendance and apply them uniformly. 
○​ Ensure that teachers properly account for student attendance in a timely manner. 
○​ Maintain accurate student attendance records and prepare a list of the previous day's absences. 
○​ Inform the student's parent or guardian of the student's attendance and work cooperatively with them and 

the student to solve attendance problems. 
○​ Work collaboratively with the teaching staff to develop and implement uniform attendance procedures. 
○​ Notify parent/guardian and students of any unexcused absences. 

 
The following are the attendance procedures for Minnetonka High School, in accordance with school district policy #502. 
 

Absence Types 

Excused Absences (Limit 10 per semester; see below) 
1.​ Excused absences must be reported by the end of the day in which they occur. 
2.​ To be considered an excused absence, the student’s parent(s) or legal guardian may be asked to verify, in 

writing, the reason for the student’s absence from school. 
3.​ A note from a physician or a licensed mental health professional stating the student cannot attend school may 

be a valid excuse. 
4.​ Personal illness, family emergency or death in the family, medical or dental treatment including telehealth 

appointments. 
5.​ Prearranged college visits. 
6.​ Religious instructions not to exceed three hours any week and major religious holidays in accordance with 

Minn. Stat. 120A.22. 
7.​ Legal matters including court appearances. 
8.​ Active duty in the military. 
9.​ Other activities as approved by the school, including prearranged family vacations. 
10.​Suspensions will be considered an excused absence and students will be permitted to make-up work. 

 

https://resources.finalsite.net/images/v1725646381/minnetonka/g8onb7k1susoj9ykmtri/Policy502.pdf


Unexcused Absences (These count toward the 4/7/10 unexcused protocol; see below) 
1.​ Truancy. 
2.​ An absence by a student which was not approved by the parent and /or school district. 
3.​ Any absence in which the student failed to comply with any reporting requirements of the school district’s 

attendance procedures; family trips/vacations for which no prior arrangement has been made with the school. 
4.​ At the high school level, ten (10) or more unexcused absences will result in the student being dropped from the 

course, the parent/guardian will be notified, and the student will receive a loss of credit (withdrawal will appear 
on the transcript). 

 
School Authorized Absences (do not count toward 10-absence protocols) 

1.​ Field trips 
2.​ Participation in interscholastic meets and events 
3.​ Participation in school-sponsored musical or athletic competitions 
4.​ Student government and related activities 
5.​ Verified meeting conducted with school personnel 
6.​ School sponsored testing (AP, IB, STAMP, etc.) 

 

Excused Absence Protocol 

Excerpt from policy #502: Ten or more excused absences may require additional documentation and/or a conference 
with parents/guardians to be considered excused. 

●​ Families of students who have reached 10 or more excused absences in any class will receive communication 
informing them that: 

○​ Their student has been absent and marked “excused” from at least one of their classes at least 10 
times. 

○​ They will be required to provide documentation (medical note/appointment confirmation) to excuse any 
additional absences.  

○​ Absences without documentation will now be “unexcused” in Skyward. 
●​ Letters are sent via email to all parent(s)/guardian(s) listed in Skyward on the first day of each week during the 

school year. 

 

Unexcused Absence Protocol 

Excerpt from policy #502: At the high school level, ten (10) or more unexcused absences will result in the student being 
dropped from the course, the parent/guardian will be notified, and the student will receive a loss of credit (withdrawal 
will appear on the transcript). 

●​ Students who are not in class and do not already have an excused attendance code will be marked 
“Unexcused Absence” (U). 

○​ Families will receive an automated phone call and email at the end of the day for any student with 1 or 
more “Us”.  

○​ Parent/Guardian(s) have until the end of the day (midnight) to excuse any absences in Skyward.  
■​ Absences that are not excused in Skyward will continue to be marked Unexcused (U). 

●​ Students who accumulate unexcused absences will be subject to the 4-7-10 protocol, outlined below. 
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AFTER 4 UNEXCUSED ABSENCES: 
●​Meeting with an assistant principal or 

designee and student to discuss their 
chronic absences and establish an 
understanding that upon the 10th 
unexcused absence the student will be 
withdrawn from the class and receive a 

AFTER 7 UNEXCUSED ABSENCES: 
●​Meeting/phone call with an assistant 

principal or designee, parent/guardian(s), 
and student to discuss their chronic 
absences and reaffirm an understanding 
that upon the 10th unexcused absence 
the student will be withdrawn from the 

AFTER 10 UNEXCUSED ABSENCES: 
●​Student will be dropped from the course 

and will receive a “W-A” for the course. 
●​Students may be assigned to a 

mandatory study hall period or enrolled 
in a credit recovery option - determined 
through meeting with the counselor.  



“W-A” for the course.  
●​Communication sent home informing 

parent/ guardian(s). 

class and receive a “W-A” for the course. 
●​Communication sent home restating and 

acknowledging expectations to parent/ 
guardian(s).  

●​ Potential loss of student privileges 
(hall passes, parking, lunch pass, 
activities, etc.) 
 

 

●​ Detention (2 days) 
●​ Loss of student privileges (hall 

passes, parking, lunch pass, 
activities, etc. 

●​ Loss of credit and possible 
additional loss of student privileges 
(hall passes, parking, lunch pass, 
activities, etc.) 

●​ Students will meet with activities 
Director and coach/advisor to 
determine if ineligible for 
Activities/Athletics until 1 week 
without an Unexcused absence. 

(Per semester course) 
 

●​ When a student reaches 4 unexcused absences in one or more classes: 
○​ Student will meet 1-on-1 with their Assistant Principal (AP). 

■​ Review attendance protocol and discuss implications if unexcused absences continue. 
●​ Provide students with the Reflection document. 

■​ Identify obstacles and provide necessary support. 
○​ Families will receive an email from their Assistant Principal (email: thehub@minnetonkaschools.org) to 

inform them that the meeting occurred and share with them the Reflection document. 
●​ When a student reaches 7 unexcused absences in one or more classes: 

○​ Families will be contacted to request a meeting with an Assistant Principal. 
○​ Structure of Meeting with Student and Family: 

■​ Review attendance procedures, including drop at 10 - family presentation slide 
■​ Fill out 7 Meeting Notice & Attendance Contract with student & Family 
■​ Determine consequences, loss of privileges, and if activities/athletics are impacted 

○​ Families will receive follow-up communication with a summary of the meeting via email. 
○​ If parent(s)/guardian(s) do not respond to the request for a meeting, the Assistant Principal will 

meet with the student and send follow up communication and continue to attempt to connect 
with parent(s)/guardian(s). Failure to meet does not exempt a student from being dropped from 
a class if they reach 10 unexcused absences. 

●​ When a student reaches 10 unexcused absences in a class: 
○​ AP notifies the parent(s)/guardian(s) of the student who has been dropped from the course. 
○​ AP completes the Student Dropped form - which alerts the student’s counselor that the student has 

been dropped. 
○​ The student’s counselor will meet with the student/family to discuss credit implications and make a plan 

to recover the credit if necessary. (Loss of credit - what’s next? document/handout) 
■​ If the student has a case manager, they will be notified and will work with the counselor. 

○​ Student will be withdrawn from the course and receive a “W-A” (Withdrawal for Attendance) on their 
transcript. 

■​ Student will be enrolled in a Supervised Study Hall in the HUB and will be expected to report to 
Port where attendance will be taken.  

 

Tardy Protocol 

Excerpt from policy #502: Students are expected to be in their assigned area at designated times. Failure to do so 
constitutes tardiness. Students tardy at the start of school must report to the school office 
for admission to class. Tardiness between periods will be handled by the teacher. 
Unexcused tardies may result in consequences. 

●​ Students who are tardy to school in the morning, will be scanned using the raptor system.  
○​ This system can give us a report of students who enter through the main/west entrances “Late to 

school” for 1st period. (Report will include students who check in between 8 - 8:50 am) 
●​ Accurate, hourly attendance will be taken in all classrooms for all class period, with reports run weekly to have 

a better understanding of 1st period’s impact 

https://docs.google.com/presentation/d/1fAW5foglAsay0zDFsXMmL_gJcrUxo0ZpAmC0U4BrDfw/edit?usp=sharing
https://docs.google.com/document/d/1VAOhMOoZFiXT20et6OR4qpuXpmge_jFF5QWpDqp7-8E/edit?usp=sharing


●​ Teachers will be asked to monitor and look for patterns of students who are experiencing higher numbers of 
tardies in their classes 

○​ If students have been marked tardy 5 or more times in a class (which could equate to/up to 30 minutes 
of a class period), they should receive a referral from the teacher. 

●​ Consequences: 
○​ 1st Offense 

■​ Student Conference with AP 
■​ Lunch Detention  
■​ Loss of off-campus lunch privilege for 2 weeks (Seniors with 5+ 4th/5th hour tardies) 

○​ 2nd Offense 
■​ Student Conference with AP 
■​ Loss of student-issued HUB passes for 2 weeks 
■​ Lunch Detention  
■​ Loss of off-campus lunch privilege for 2 weeks (Seniors with 5+ 4th/5th hour tardies) 

○​ 3rd Offense and Subsequent Offenses 
■​ Student Conference with Assistant Principal 
■​ Loss of student-issued HUB passes for 2 weeks 
■​ Lunch Detention  
■​ Loss of off-campus lunch privilege for 2 weeks (Seniors with 5+ 4th/5th hour tardies) 
■​ Student will work with Behavior Strategist on a Behavior Plan 

 

Truancy 

Excerpt from policy #502: When a student is initially classified as a continuing truant, Minnesota Statute §260A.03 
provides that the school attendance officer or other designated school official shall notify the student's parent or legal 
guardian, by first class mail or other reasonable means. 

●​ The state of Minnesota considers a student as habitually truant when they have amassed 7 “truant” days. 
○​ 1 truant day = 3 or more unexcused absences in a school day 
○​ ½ truant day =1 or 2 unexcused absences in a school day 

●​ Truancy Steps: 
○​ Parent(s)/Guardian(s) will receive a warning letter when the student has amassed 3+ truant days. 
○​ After 5+ truant days the school may attempt (depending on the student’s home county) to arrange a 

pre-diversion meeting between the student, their family, and a county worker. 
○​ After 7+ truant days the student will be referred to their home county for truancy. 

●​ Open Enrollment and Habitual Truancy 
○​ Per state statute, a district may terminate the enrollment of a nonresident student who is habitually 

truant. This process is carried out by the Assistant Principals. 
■​ Open-enrolled students who meet the definition of Habitual Truancy will receive a WARNING 

letter with conditions for continued enrollment. If those conditions are not met, students will be 
unenrolled at the end of the school year or immediately, dependant on the student’s age (per 
state statute). 

 

15 Day Drop 

Excerpt from Minnesota State Statute 126C.05: a pupil, regardless of age, who has been absent from school for 15 
consecutive school days during the regular school year…without receiving instruction in the home or hospital shall be 
dropped from the roll and classified as withdrawn. 

●​ Students at Minnetonka High School who have reached 15 consecutive days of absence, regardless of type of 
absence unless prior notice and approval has been granted by school administration, will be withdrawn from 
enrollment in Minnetonka High School.  

 
 

https://www.revisor.mn.gov/statutes/cite/124D.03#stat.124D.03.12
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