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Purpose 

  

The Board of School Directors of the Pottsgrove School District, in accordance with 
applicable state and federal laws and regulations, establishes policies, rules and 
procedures for the governance of the Board and for the safe, equitable and orderly 
operation of the School District. The Board requires that school-aged students enrolled 
in District schools attend school regularly, in accordance with state laws. The 
educational program offered by this District is predicated upon the presence of the 
student and requires continuity of instruction and classroom participation in order for 
students to achieve academic standards and consistent educational progress in an 
equitable manner.[1] 

  

Authority 

  

Attendance shall be required of all students enrolled in District schools during the days 
and hours that school is in session, whether virtual or in-person, except that an 
administrator shall excuse a student for temporary absences when receiving 
satisfactory evidence of mental, physical or other urgent conditions that shall 
reasonably cause the student's absence. In accordance with applicable law, urgent 
reasons shall be strictly construed and do not permit irregular 
attendance.[2][3][4][5][6][7] 

  

The Board considers the following conditions to constitute reasonable cause for absence 
from school: 

  

1.​ Illness. (A doctor's note may be required after the 10th person in parental 
relation excused absence.)[3][6]​
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2.​ Quarantine. (A doctor's note may be required.)​
  

3.​ Recovery from injury. (A doctor's note is required.)​
  

4.​ Required court attendance of the student (with appropriate documentation from 
the court).​
  

5.​ Death in the immediate family. Immediate family is defined as person in parental 
relation, grandparent, sibling, child, aunt, uncle, cousin or spouse.​
  

6.​ Educational absences up to five (5) school days with prior approval.[3][8]​
  

7.​ Formal college visitations. (Casual visitations to be conducted under the 
provisions of the educational leave policy or on non-school days. Formal 
visitations are days in which a confirmed appointment is arranged.)​
  

8.​ Other urgent reasons that may reasonably cause a student’s absence, as well as 
circumstances related to homelessness, foster care and other forms of 
educational instability.[3][6][9] 

  

All absences occasioned by observance of the student's recognized organized religion on 
a day recognized as a religious holiday shall be excused, and no student excused shall 
be deprived of an award or eligibility to compete for an award or the opportunity to 
make up academic work and assessments given on the religious holidays.[10][11] 

  

The District shall, upon written request of the person in parental relation, release from 
attendance a student participating in a religious instruction program acknowledged by 
the District. Such instruction shall not require the child's absence from school for more 
than thirty-six (36) hours per school year, and its organizers must inform the Board of 
the child's attendance records. The District shall not provide transportation to religious 
instruction. 

  

Definition 

  

Compulsory school age shall mean the period of a student's life from the time the 
student's person in parental relation elects to have the student enter school, which shall 
be no later than age six (6) until age eighteen (18). The term does not include a 
student who holds a certificate of graduation from a regularly accredited, licensed, 
registered or approved high school.[12][13] 
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Habitually truant shall mean six (6) or more school days of unexcused absences 
during the current school year by a student subject to compulsory school 
attendance.[12] 

  

Truant shall mean having incurred three (3) or more school days of unexcused 
absences during the current school year by a student subject to compulsory school 
attendance.[12] 

  

For the purposes of this policy only, person in parental relation shall mean a:[12] 

  

1.​ Custodial biological or adoptive parent.​
  

2.​ Noncustodial biological or adoptive parent.​
  

3.​ Guardian of the person of a child.​
  

4.​ Person with whom a child lives and who is acting in a parental role of a child. 

  

This term shall not include any county agency or person acting as an agent of the 
county agency in the jurisdiction of a dependent child as defined by law.[14] 

  

School-based or community-based attendance improvement program shall 
mean a program designed to improve school attendance by seeking to identify and 
address the underlying reasons for a student's absences. The term may include an 
educational assignment in an alternative education program, provided the program 
does not include a program for disruptive youth established pursuant to Article XIX-C of 
the Pennsylvania Public School Code.[12] 

  

Delegation of Responsibility 

  

The Superintendent or designee shall develop procedures for the attendance of 
students which: 

  

1.​ Ensure a school session that conforms with requirements of state regulations.​
  

2.​ Govern the keeping of attendance records in accordance with state 
statutes.[15][16]​
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3.​ Distribute annually to staff, students, and person in parental relation school rules 
and regulations governing student attendance, absences and excusals.[1]​
  

4.​ Identify the chronic and habitual truant, investigate the causes of truant 
behavior, and consider modification of the student's educational program to meet 
particular needs and interests.​
  

5.​ Ensure that students legally absent have an opportunity to make up work. 
Students will be allotted two (2) days for each excused day of absence to make 
up work. Extenuating circumstances requiring review shall be approved by the 
principal. 

  

Issue written notice to any person in parental relation who fails to comply with the 
compulsory attendance statute. Such notice shall inform the person in parental relation 
of the dates the absences occurred, that the absences were unlawful and in violation of 
the law, that the person in parental relation is being notified and informed of his/her 
liability under law for the absence of the student, and that further violation during the 
school term will be prosecuted without notice.[1][17] 

  

Guidelines 

  

A handwritten note signed by the person in parental relation, an electronic note (email) 
addressed to a school-specific attendance email address or attending physician, is 
required upon the student’s return to school. Failure to submit a written excuse signed 
by the person in parental relation, email to a specific attendance line or attending 
physician within five (5) school days of the student’s return to school shall be recorded 
as an unlawful absence. District staff shall provide prompt notice to the person in 
parental relation upon each incident of unexcused absence. 

  

Students who are sent home by the school nurse shall be marked with an excused 
absence for the following day regardless of the presentation of a person in parental 
relation or doctor's note for that day as directed by the school nurse. 

  

This attendance count includes both excused and unexcused absences from school with 
the following breakdown. Days that are marked Absent Excused - Medical, Absent 
Excused - Educational Trip, Absent Excused - College Visit, Absent Excused - Court will 
not be used toward the ten (10) day cumulative count. Days that are marked Absent 
Excused - Parent Note, Absent Unexcused or Absent Unexcused with Call will count 
towards this ten (10) day count. A maximum of ten (10) days cumulative, lawful 
absences, verified by parental notification, shall be permitted during a school year. All 
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absences beyond ten (10) cumulative days shall require an excuse from a licensed 
physician. 

  

All absences are subject to the ten (10) day medical excuse notification with the 
exception of: 

  

1.​ Absences excused per a physician or other licensed medical professional.​
  

2.​ Absences related to a documented quarantine.​
  

3.​ Absences due to a pre-approved educational trip.​
  

4.​ Absences due to an approved college visit.​
  

5.​ Absences due to required court attendance of the student. 

  

All other absences will be subject to the ten (10) day medical excuse notification 
requiring a physician's approval which include: 

  

1.​ Absences excused by the person in parental relation.​
  

2.​ Unlawful absences.​
  

3.​ Absences where phone notification to the school was made without follow-up 
documentation.​
  

4.​ Student absence related to a family member’s medical appointment or court 
dates. 

  

Doctor’s notes must contain the doctor’s name and phone number for confirmation. The 
doctor’s office must be able to officially confirm the attendance information, via phone 
call when contacted by the attendance office, and in writing upon request. 

  

In accordance with applicable law, no child shall be admitted or permitted to attend the 
public schools unless the child has received immunizations as required by the 
Department of Health. Absences resulting from a person in parental relation's failure to 
obtain proper immunization for their child will be deemed unlawful and subject to 
corresponding measures.[18][19][20] 
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Attendance need not always be within school facilities. A student will be considered in 
attendance if present at any place where school is in session by authority of the Board; 
the student is receiving approved tutorial instruction or health or therapeutic services; 
the student is engaged in an approved and properly supervised independent study, 
work-study or career education program; the student is receiving approved homebound 
instruction; or the student is enrolled in a Board-approved online education 
study.[2][5][21][22][23][24][25][26] 

  

The District is obligated by law to enforce student attendance for those students 
participating in a Pottsgrove School District’s approved virtual, online and/or cyber 
education program.[2] 

  

The Board shall excuse the following students from the requirements of attendance at 
the schools of this District: 

  

1.​ On certification by a physician or submission of other satisfactory evidence 
approved by the District, and on approval of the Department of Education, 
students shall be approved for homebound instruction.[3][4][27]​
  

2.​ Students enrolled in nonpublic or private schools in which the subjects and 
activities prescribed by law are taught, except that such students and students 
attending college who are also enrolled part-time in the District schools shall be 
counted as being in attendance in this District.[2][28]​
  

3.​ Students fifteen (15), sixteen (16) or seventeen (17) years of age whose 
enrollment in private trade or business schools has been approved.[2]​
  

4.​ Students fifteen (15) years of age, and fourteen (14) years of age who have 
completed sixth grade, who are engaged in farm work or private domestic 
service under duly issued permits.[4]​
  

5.​ Students sixteen (16) years of age regularly employed during the school session 
and holding a lawfully issued employment certificate.[4][22] 

  

The Board shall excuse the following students from the requirements of attendance at 
District schools: 

  

1.​ Students receiving tutorial instruction in a field not offered in the District’s 
curricula from a properly qualified tutor approved by the Superintendent, when 
the excusal does not interfere with the student’s regular program of 
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studies.[2][21][29][30][31]​
  

2.​ Students approved for homebound instruction who are unable to attend school 
on the recommendation of the school physician and the school psychologist or a 
psychiatrist and approval of the Secretary of Education.[27]​
  

3.​ Students enrolled in special schools conducted by the Montgomery County 
Intermediate Unit or the Department of Education. 

  

The Board will recognize other justifiable absences for part of the school day. These 
shall include: 

  

1.​ Court appearances pertaining to the student, with proper documentation.​
  

2.​ Family emergencies.​
  

3.​ Medical or dental appointments.[5][6] 

  

Attempts should be made to schedule medical and dental appointments at times other 
than during the school day. Students who must leave school for dental or medical 
appointments shall be required to bring a note from the person in parental relation prior 
to the appointment. The Board requires person in parental relation to obtain a 
verification of dental and medical appointments from the medical provider. Students will 
not be excused a full day for such appointments unless necessary because of travel 
time, other medical/dental appointments scheduled for the same day, or reasons that 
are medically excusable. A student who has an excused medical or dental appointment 
during the school hours is to attend school until the time of dismissal and return to 
school after the appointment, unless medical reasons prevent the student from 
returning to school.[5][6] 

  

Educational Tours and Trips 

  

All requests for an educational trip shall be submitted to the building administrator for 
approval. Upon receipt of a written request from the person in parental relation of the 
students involved, students shall be excused from school attendance to participate in an 
educational tour or trip in accordance with state regulations. Such travel shall be at the 
expense of the person in parental relation and shall be subject to direction and 
supervision by a person in parental relation. 
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Approval for these trips shall be requested, in writing, on forms provided by the District. 
Requests must be submitted one (1) week before the date of departure and should be 
completed in detail. Forms shall not be accepted after the trip. If a student age 
eighteen (18) and above leaves for an unapproved trip and is absent for ten (10) 
consecutive days, the student will be considered unlawfully absent and will be 
dis-enrolled on the last date of attendance from the District and will need to re-enroll 
upon return. 

  

Submission of the form does not constitute approval. Requests will be evaluated on the 
following criteria: 

  

1.​ Length of trip – number of school days the student will be absent.​
  

2.​ Five (5) days per year shall be considered for educational trips. The 
Superintendent may approve extenuating circumstances.​
  

3.​ The number of absences accumulated prior to the scheduled trip. Ten (10) or 
more excused or unexcused absences accumulated prior to the trip may result in 
denial of the trip.​
  

4.​ Trips and travel shall not be approved if they conflict with finals, achievement or 
standardized tests, or other school events during which the Superintendent 
deems attendance is necessary.​
  

5.​ Trips and travel may not be approved during the first and last weeks of the 
school year.​
  

6.​ Absences from school to participate in travel trips and tours shall not be 
approved for students who are not in good academic standing. 

  

Coursework missed during a period of excused absence to participate in a trip must be 
completed satisfactorily after return. Students will be allotted two (2) days for each 
excused day of absence to make up work. Extenuating circumstances requiring review 
may be approved by the principal. Given adequate notice of planned absences, teachers 
are requested, insofar as such is possible, to provide an outline of assignments for 
completion during the period of absence. Work submitted by students in conforming 
with this requirement is to be evaluated, without penalty, for late submission. 

  

Absences accumulated while on an approved educational trip will not count towards the 
students ten (10) day absences before a physician's note is required for all future 
absences. 



  

School-Sponsored Activities 

  

In order to participate in a school-sponsored activity, the student must be in attendance 
at school the day of the activity or, if applicable, the day before a holiday (if the activity 
falls on the holiday). Exceptions to this procedure shall be presented to the building 
principal or designee for review on a case-by-case basis. Whenever possible, 
preapproval for an absence from school on a school-sponsored activity day should be 
requested. 

  

Lateness to School (Tardiness) and Early Dismissal 

  

A student’s late arrival to school or early dismissal from school will be excused, with a 
written note, for the following reasons only: 

  

1.​ Personal illness.​
  

2.​ Death in the immediate family.​
  

3.​ Urgent family emergency or safety reasons; must pertain to the individual 
student as determined by an administrator.​
  

4.​ Religious holiday/event.​
  

5.​ Required court attendance pertaining to the student.​
  

6.​ In the case of a student with disabilities, where tardiness is caused by or directly 
related to a student’s disability as determined by the IEP/504 team.[23][32]​
  

7.​ Doctor or dental appointment. 

  

In cases where tardies and early dismissals are deemed excessive, the Social Worker 
shall pursue truancy based on the conversion of missed instructional minutes to 
unlawful absences. Students who accrue twenty (20) or more tardies in a semester will 
be referred to a School Attendance Improvement Conference for attendance monitoring 
and compliance. 

  

Enforcement of Compulsory Attendance Requirements 

  



Student is Truant – 

  

When a student has been absent for three (3) days during the current school year 
without a lawful excuse, District staff shall provide notice to the person in parental 
relation who resides in the same household as the student within ten (10) school days 
of the student's third unexcused absence.[33] 

  

The notice shall:[33] 

  

1.​ Be in the mode and language of communication preferred by the person in 
parental relation and 

a.​ Include notice that a habitually truant student may not transfer, 
during the school year, to a cyber charter school unless a judge 
determines that the transfer is in the best interest of the student;​
  

b.​ Include resources available to assist the student and the person in 
parental relation with returning the student to compliant 
compulsory attendance and opportunities for academic recovery in 
response to the truant behavior.​
  

2.​ Include a description of the consequences if the student becomes habitually 
truant; and​
  

3.​ When the notice is transmitted to a person who is not the biological or adoptive 
parent, it shall also be provided to the student's biological or adoptive parent, if 
the parent's mailing address is on file with the school and the parent is not 
precluded from receiving the information by court order.  

The notice may include the offer of a School Attendance Improvement Conference.[33] 

  

If the student incurs additional unexcused absences after issuance of the notice and a 
School Attendance Improvement Conference was not previously held, District staff shall 
offer a School Attendance Improvement Conference.[33] 

  

School Attendance Improvement Conference (SAIC) – 

  

District staff shall notify the person in parental relation in writing and by telephone of 
the date and time of the SAIC.[33] 
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The purpose of the SAIC is to examine the student's absences and reasons for the 
absences in an effort to improve attendance with or without additional services.[12] 

  

The following individuals shall be invited to the SAIC:[12] 

  

1.​ The student. 
2.​ The student’s person in parental relation . 
3.​ Other individuals identified by the person in parental relation who may be a 

resource. 
4.​ Appropriate school personnel. 
5.​ Recommended service providers. 

Neither the student nor the person in parental relation shall be required to participate, 
and the SAIC shall occur even if the person in parental relation declines to participate or 
fails to attend the scheduled conference.[33] 

  

The outcome of the SAIC shall be documented in a written School Attendance 
Improvement Plan. The Plan shall be retained in the student's file. A copy of the Plan 
shall be provided to the person in parental relation, the student and appropriate District 
staff.[33] 

  

The District may not take further legal action to address unexcused absences until the 
scheduled SAIC has been held and the student has incurred six (6) or more days of 
unexcused absences.[33] 

  

Student is Habitually Truant – 

  

When a student under fifteen (15) years of age is habitually truant, District staff:[34] 

  

1.​ Shall refer the student to:​
  

a.​ A school-based or community-based attendance improvement program; 
or 

b.​ The local children and youth agency. 
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2.​ May file a citation in the office of the appropriate magisterial district judge 
against the person in parental relation who resides in the same household as the 
student.[34] 

When a student fifteen (15) years of age or older is habitually truant, District staff 
shall:[34] 

  

1.​ Refer the student to a school-based or community-based attendance 
improvement program; or 

2.​ File a citation in the office of the appropriate magisterial district judge against 
the student or the person in parental relation who resides in the same household 
as the student. 

District staff may refer a student who is fifteen (15) years of age or older to the local 
children and youth agency, if the student continues to incur additional unexcused 
absences after being referred to a school-based or community-based attendance 
improvement program, or if the student refuses to participate in such program.[34] 

  

Regardless of age, when District staff refer a habitually truant student to the local 
children and youth agency or file a citation with the appropriate magisterial district 
judge, District staff shall provide verification that the school held a SAIC.[34] 

Unless a judge determines that it is in the student's best interest, a habitually truant 
student will not be permitted to transfer to a cyber charter school during the school 
year.[32] 

  

Filing a Citation – 

  

A citation shall be filed in the office of the appropriate magisterial district judge whose 
jurisdiction includes the school in which the student is or should be enrolled, against the 
student or person in parental relation to the student.[35] 

  

Additional citations for subsequent violations of the compulsory school attendance 
requirements may only be filed against a student or person in parental relation in 
accordance with the specific provisions of the law.[35] 

  

Special Needs and Accommodations 
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If a truant or habitually truant student may qualify as a student with a disability, and 
require special education services or accommodations, the Director of Special Education 
shall be notified and shall take action to address the student’s needs in accordance with 
applicable law, regulations and Board policy.[23][32][36][37] 

  

For students with disabilities who are truant or habitually truant, the appropriate team 
shall be notified and shall address the student’s needs in accordance with applicable 
law, regulations and Board policy.[23][32][37] 

  

Discipline 

  

The District shall not expel or impose out-of-school suspension, disciplinary 
reassignment or transfer for truant behavior.[33] 
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