J-005:  Student Attendance, Absences, Excuses and Truancy
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POLICY:
East Mountain High School recognizes that State law requires that all children over the age of five (5) and students under the age of eighteen (18), and who have not yet graduated from high school, attend scheduled classes unless officially excused.  Compliance with the law is the responsibility of the parent or guardian.  All students are expected to attend class regularly, be on time, and be prepared for class.  The responsibility for being in class and being punctual is that of both the parent guardian and the student.

PROCEDURES:


1.    GENERAL INFORMATION

Regular, uninterrupted classroom instruction, classroom participation, and interaction with classmates are essential to the educational process.  Preparation and training for subsequent study or employment includes the development of self-discipline through regular class attendance.  To adequately prepare students to become fully participating citizens, state law requires that all children of appropriate age and condition attend classes regularly.


The Compulsory School Attendance Law, 22-12-7, NMSA provides that if a child has more than ten unexcused absences per school year, the child’s family may be designated either a “family in need of services” under Children’s Code, 32A-1-1, NMSA, or a “family in need of court-ordered supervision”.  A child who is permitted by his or her parents/guardians to be chronically truant may also be a “neglected child”.  The Compulsory School Attendance Law, 22-12-7, NMSA requires that schools report violations of the Compulsory School Attendance Law to the probation services office of the judicial district in which the student resides for investigation to determine whether the student may be a neglected child or a child in a family in need of services.  Violations of the Compulsory School Attendance Law can subject parents to criminal sanctions as provided by Children’s Code, 32A-1-1, NMSA.  


East Mountain High School offers a full block schedule, with 87 minute periods.  As such,                 each day of school that a student misses at EMHS has the same academic impact of missing two days at a school with shorter periods of instruction.  Our research shows that academic success is directly tied to attendance and homework completion. We are committed to each student’s succeeding at EMHS, and so, are committed to each student attending their classes and activities. 

2.
PROCEDURES

Maintaining regular school attendance is the joint responsibility of parents/guardians and educators.  In keeping with that obligation, the following rules for school attendance shall be observed by and enforced for all students.

A. Definitions

1. Excused Absence:  an absence for which documentation is received showing that the absence is caused by illness, medical appointments, religious obligations, or family tragedy.

2. Tardy: lateness to a class or to classes interrupts the educational flow for teachers, disrupts the learning environment for other students as well as and hinders the learning process for the late student.  Lateness is particularly damaging in a block schedule because a bulk of the learning and instruction occurs within the first five to twenty minutes; therefore, missing that time works against a student’s learning as much as an absence.  As a result, the same absence rules for excusing, patterns, parent notification, and discipline exist for tardies.
3. Unexcused Absence:  an absence for which no documentation has been provided by the student’s parent or legal guardian within the time limit provided by this policy.  
4. Truant:  a student who has accumulated five unexcused absences within any twenty day period.

5. Habitual Truant:  a student who has accumulated ten or more unexcused absences within a school year.

B. Attendance Requirements

1. Parent Notification of Absence:  Parent or guardian shall notify the school each day his or her child will be absent from any class and the reason for the absence; and shall provide a written and signed verification of the reason for the student’s absence, to be presented upon the first day a student returns from any absence.  Failure to provide this verification results in unexcused absences.

2. Prolonged Illnesses:  In cases of chronic or prolonged illnesses expected to last 10 [we’re a block- I would say five] days or more, during which the student is able to do school work, the student’s parent or guardian shall present written verification from the student’s professional health care provider of the expected length of the illness and of the student’s ability to do school work at home.  [The school will work with the parents to establish a plan for completing and delivering school work through out the absence.  The plan becomes a curricular modification.  The school and parents cannot change the plan without written verification.] , and the student shall be placed on home-bound study until he or she can return to school.

3. Discipline:  In addition to the other measures to be imposed according to this policy, a student may, for each unexcused absence, at the discretion of the Principal or his/her designee, receive detention, suspension, or other discipline designed to keep the student in school and progressing academically.  Out-of-school suspension and expulsion will not be used as punishment for truancy or unexcused absences.

4. Notice to Parents/Guardians of Unexcused Absence:  If a student is absent from school without a parent notification of absence, as required by paragraph B.1., above, the Principal or his/her designee will, as soon as practicable, contact the parents/guardians by telephone or mail to give notice of the student’s absence, to ascertain and document the reason for the absence and to communicate the absence as unexcused.

5. Third Absence – Parent/Guardian Written Notification Required:  Upon a student’s accrual of three absences excused or unexcused in a given semester, the Principal or his/her designee shall contact the family to address the concern.  In addition, a Three Day Parent Absentee Notification form shall be sent to the parents/guardians of the child. (Appendix A)

6. Fifth Absence – Parent/Guardian Written Notification & Conference Required:  Upon a student’s accrual of a fifth absence in a given semester, the school will provide written notice, via the Five Day Absentee Notification form, to the student’s parents/guardians that the parent/guardian is required to meet with the Principal or his/her designee [excused or unexcused??] for the purpose of identifying the cause(s) of the absences and to develop appropriate interventions designed to eliminate additional absences. (Appendix B)

7. Seventh Absence – Parent/Guardian Written Notification, Conference Required, & Student/Parent Plan Development:  Upon a student’s accrual of a seventh absence, the school will provide written notice, via the Seven Day Absentee Notification form, to the student’s parents/guardians that the parent/guardian is required to meet with the Principal or his/her designee for the purpose of identifying the cause(s) of the absences, and to establish a written plan designed to prevent future unexcused absences. [why wait until seven- why not establish and make up time at five  The plan will be confirmed in writing and signed by Principal or his/her designee and the parent/legal guardian.  (Appendix C)

8. Parent Failure to Meet:  If a parent/guardian fails to arrange, or to appear for, a conference regarding unexcused absences within 10 days of notice from the school, the school will provide written notice to the probation services office of the judicial district where the student resides.

9. Habitual Truancy :  If a student accumulates ten or more unexcused absences within a school year the Principal  or his/her designee shall give written notice, via the Ten Day Absentee Notification form, to the parent/guardian of the habitual truancy, by certified mail or by personal service.  If there are any other unexcused absences after delivery of a written notice of habitual truancy, the student shall, within seven (7) days of this unexcused absence, be reported to the probation services office of the judicial district where the student resides for an investigation as to whether the student shall be considered to be a neglected child, or a child in a family in need of services.  (Appendix D)

10. Excessive and Pattern Absences:  Habitual student absences shall be monitored for patterns (i.e. every Monday or Friday), and reported as required herein.

11. Distribution of Policy; Acknowledgement of Receipt:  A copy of this policy and an acknowledgement form will be issued to each student/parent/guardian during registration each year.  The student and/or parent/guardian shall return the acknowledgement form for filing in each student’s school record. 

C. Academic Requirements and late work policies

Assignments:

All assignments are due on the date stated by the teacher.  Any work not turned in by the date and/ or time assigned is late.  Therefore, the student cannot receive full credit for any assignment turned in late.  If an assignment is not turned in on the due date, a teacher can choose one of the following options: 

· Log a zero in the grade book for the missing assignment.

· Refer the student to homework center.  Homework Center is from 3:45 – 4:45 daily.  At the time of referral, the student will contact his or her parents to let them know of the assignment, and the school will follow up.  The student will report for the entire hour, even if he or she chose to finish the work in another class.  If the student attends and completes the assignment, partial credit will be given for the assignment.

· Give the student another night to finish the work and assign a late grade for partial credit.

· Provide an alternate assignment for the student.  This choice is necessary when it Is crucial for a student to learn the material at the time it is due, and the student cannot be given credit for reiterating the work he or she did in class.  When turned in, student will earn partial credit.

· Send the student to Saturday school.  This choice exists for students who habitually do not turn in work or who have been absent so frequently as to need more time in school to catch up.

Note: The IEP accommodations and modifications must be considered in determining whether an individual student needs to have additional time for completion of a particular assignment.
Tardy students:

Arriving at school tardy is never an excuse to miss work.  Therefore, a student who arrives at school late is required to turn in work for any class he or she missed due to the late arrival.  It is the student’s responsibility to find the teacher or place the assignment in the teacher’s mailbox and have a member of the front office write the date and time of the submission.  As noted earlier, if the assignment were due earlier than the student turned it in, it is late.

Failure to turn in work due to a late arrival could lead to a student’s assignment to Homework Center.

Make-up work:

When a student is absent, he or she has the number of days absent plus one to make up any work missed.  That being said, EMHS is a college-preparatory school that works to teach students the difference between reasons and excuses.  A reason is proactive: the student encounters a problem and sees a teacher outside of and before class to provide a solution.  An excuse is reactive: the student waits until the last minute or after and offers no solution for the problem that kept him or her from work.

Missing school or arriving late is not an excuse to miss work.  As a college-preparatory school, it is important for students to be responsible for turning in work even when absent from school.  As a life skill, it is important to be dependable and responsible.  Therefore, the following rules will be in place as a means to teach students how to meet their responsibilities when problems arise:

· If the absence is planned, the student will contact the school office and teachers to get all work in advance.  At that time, the student will work out a schedule with all teachers to determine when work is due.  Any work not turned in per the schedule will be late and will cause the student to attend homework center to finish it.

· If the absence is unplanned, the student will get work from the teacher or another student in the class.  The student will work with the teachers to establish a plan to turn it all in and get help if some work is not understood.  The student’s advocate is here to help the student learn this important skill.
D. Intergovernmental Agreements

In carrying out its duties under this policy and the Compulsory School Attendance Law, EMHS shall take into consideration the sovereignty of a Native American tribe.  While all children attending public schools will still be subject to being reported in accordance with the Compulsory School Attendance Law, 22-12-7, NMSA if they are truant or habitually truant, EMHS shall respect tribal laws and traditions in carrying out its duties of early identification, intervention, and parental notification.

E. Reporting Requirement

EMHS shall maintain class attendance records for every instructional day for each student in each school program, in a manner verifiable by the Public Education Department.  The Superintendent or his/her designee will report absences through the accountability data system as specified by the Public Education Department.  

Appendix A

3 Day Absentee Notification

Date:  _______________________

To the Parent(s)/Guardian(s) of:  _________________________________________________

Parent(s)/Guardian(s):  _________________________________________________________

Student DOB:  _______________  Student ID#:  __________________  Grade:  ___________

Dear Parent(s)/Guardian(s):

This letter is to inform you that your child may be in violation of the New Mexico Compulsory School Attendance Law, 22-12, NMAC.  According to this law, any parent or guardian NOT ensuring their child is attending school may be guilty of violating the same law.

Our school attendance records indicate that as of today, _________________________________has 

_____ excused   

 _____ unexcused   

absences from school.  Please refer to the attached attendance report to view the documented absences from school.

Please contact Brandy Walsh, EMHS Social Worker upon receipt of this letter so that we may help develop interventions that may help to eliminate any future unexcused absences.

This letter will become a part of your child’s school record.

Sincerely;

________________________________________
Lisa Davis
Appendix B
5 Day Absentee Notification

Date:  _______________________

To the Parent(s)/Guardian(s) of:  _________________________________________________

Parent(s)/Guardian(s):  _________________________________________________________

Student DOB:  _______________  Student ID#:  __________________  Grade:  ___________

Dear Parent(s)/Guardian(s):

This letter is to inform you that your child may be in violation of the New Mexico Compulsory School Attendance Law, 22-12, NMAC.  According to this law, any parent or guardian NOT ensuring their child is attending school may be guilty of violating the same law.

Our school attendance records indicate that as of today _________________________________has 

_____ excused   

 _____ unexcused   

absences from school.  Please refer to the attached attendance report to view the documented unexcused absences from school.

In order to prevent a referral to the probation services office of the judicial district where you reside, you are required to make sure that your child attends with no further unexcused absences.
Please contact Brandy Walsh., EMHS Social Worker, immediately, but not later than two days, following receipt of this letter so that we may help develop interventions that may help to eliminate any future unexcused absences.

This letter will become a part of your child’s school record.

Sincerely;

_________________________________________

Lisa Davis
Appendix C
7 Day Absentee Notification

Date:  _______________________

To the Parent(s)/Guardian(s) of:  _________________________________________________

Parent(s)/Guardian(s):  _________________________________________________________

Student DOB:  _______________  Student ID#:  __________________  Grade:  ___________

Dear Parent(s)/Guardian(s):

This letter is to inform you that your child is in violation of the New Mexico Compulsory School Attendance Law, 22-12, NMAC.  According to this law, any parent or guardian NOT ensuring their child is attending school may be guilty of violating the same law.

Our school attendance records indicate that as of today, _________________________________has 

_____ excused   

 _____ unexcused   

absences from school.  Please refer to the attached attendance report to view the documented unexcused absences from school.

Please contact Brandy Walsh, EMHS Social Worker, immediately, but not later than two days, following receipt of this letter so that we may schedule a meeting where we will assist you in developing a written plan designed to help eliminate any future unexcused absences.  Once this plan is developed the Compulsory School Attendance Law requires that it be signed by the parent/guardian and the school Superintendent or his/her designee.  This plan will then be provided to you and filed in your child’s school record.

The New Mexico Compulsory School Attendance Law states that unexcused absences totaling more than 10 in a school year must be reported.  In order to prevent a referral to the probation services office of the judicial district where you reside, you are required to make sure that your child attends with no further unexcused absences.
This letter will become a part of your child’s school record.

Sincerely;

_______________________________________
Lisa Davis
Appendix D

10 Day Absentee Notification

Date:  _______________________

To the Parent(s)/Guardian(s) of:  _________________________________________________

Parent(s)/Guardian(s):  _________________________________________________________

Student DOB:  _______________  Student ID#:  __________________  Grade:  ___________

Dear Parent(s)/Guardian(s):

YOU ARE HEREBY NOTIFIED that your child is in violation of the New Mexico Compulsory School Attendance Law, 22-12, NMAC, and the NMSBVI Compulsory School Attendance Policy.  According to the New Mexico Compulsory School Attendance Law any parent or guardian NOT ensuring their child is attending school may be guilty of violating State of New Mexico law.

Our school attendance records indicate that as of today _________________________________has 

_____ excused   

 _____ unexcused   

absences from school.  Please refer to the attached attendance report to view the documented unexcused absences from school.

You were previously notified of __________________unexcused absences as of:


3 days unexcused as of __________ via letter dated _____________.


5 days unexcused as of __________ via letter dated _____________.


7 days unexcused as of __________ via letter dated  ____________.

Unexcused absences have now totaled 10 days or more.  The New Mexico Compulsory School Attendance Law states that unexcused absences of not more than 10 days may be addressed through the school, however, unexcused absences exceeding 10 days for the school year must be reported to the probation services office of the judicial district where you reside.
In order to prevent a referral to the probation services office of the judicial district where you reside, you are required to make sure that your child attends with no further unexcused absences for the remainder of the school year. 
Please contact Brandy Walsh, EMHS Social Worker, within 48 hours of receipt of this letter.  Failure to contact the school will result in this case being referred to the probation services office of the judicial district where you reside for investigation and appropriate action.

This letter will become a part of your child’s school record.

Sincerely;

Lisa Davis
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