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I. Policy 
 

The Board of Education, in accordance with Section 104.1 (c) of the Regulations of the 

Commissioner of Education, establishes this comprehensive attendance policy.  The 

objectives of this policy are to ensure the maintenance of an accurate record verifying the 

attendance of all children, to establish a mechanism to examine patterns of pupil absence, 

and to develop effective intervention strategies to improve school attendance. 

 

II. Expectations for Good Attendance 

 

A. 1. Students are expected to attend scheduled classes.  The insistence on good  

 attendance serves as a clear and constant reminder of the importance of 

 attendance in instruction, enabling the student to: 

 

 Learn subject matter and earn good grades; 

 Develop responsible work and study habits; and 

 Prepare for the world of work. 

 

 2. Under New York State Education Law Section 3205, parents/guardians are 

responsible for the regular attendance of their children for instruction.  

 

 B. Absences 

 

  1. Excused 

 

   Section 175.6 of the Commissioner’s regulations defines the following as 

“excused absences:” as personal illness, serious illness or death in the 

family, impassable roads or weather, religious observance, quarantine, court 

appearances, attendance at health clinics, approved cooperative work 

programs, approved college visits, military obligations, disciplinary 

detention of an incarcerated youth, or any other reason approved by the 

Commissioner. of Education. 

 

   All instances of excused absence require a written parent/guardian excuse.  

The excuse for absence, tardiness, or early departure must identify: 

 

 Date and time; 

 Reason for not being at school; and include 

 Parent/Guardian signature. 
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              Students failing to present an excuse prior to an early departure or upon 

returning to school following an absence or tardiness will be referred to the 

administrator for possible disciplinary action.   

 

2. Known Absence 

 

All instances of absences due to participation in off campus events (for 

example, field trips, internships that are part of BOCES Regional Program 

of Excellence, school-sponsored college fairs, competing in sectional 

games), and on campus events (for example, participating in science fair, 

taking the ACT, etc.) where the student is not attending his/her regular class 

will be coded as a known absence. 

 

3. Unexcused 

 

Most absences not mentioned above are interpreted under the law as 

“unexcused absences” including but not limited to vacation, shopping, 

baby-sitting, oversleeping, needed at home, or missing the bus.  Any reason 

not listed as excused shall be deemed unexcused unless the Building 

Principal or designee determines otherwise.  The two categories of 

unexcused absence are: 

 

a. Unlawful Detention:  Unlawful detention occurs when the pupil is 

absent with the knowledge and consent of his/her parent/guardian 

for other than an excused absence. 

 

b. Truancy:  A student who is absent from school without the consent 

of a parent/guardian is considered to be truant. 

 

III. Responsibility for Good Attendance 

 

Successful implementation of this policy requires cooperation among all members of the 

educational community, including parents/guardians, students, teachers, administrators 

and all staff members. 

 

A. Parent/Guardian Responsibilities 

 

1. It is the responsibility of parents/guardians to ensure that their children 

attend school regularly and arrive on time. 

 

2. When a student is tardy, absent from school, or required to leave school 

prior to dismissal, parents/guardians must contact the school to report the 

absence and provide a written excuse within three (3) days.  If no note is 

submitted, the absence will be deemed unexcused. Extenuating 
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circumstances that prevent the note to be written within three (3) days will 

require principal authorization for amendment to an “excused” absence. 

 

3. Parents/guardians must provide a written explanation of the absence for 

their child this explanation note must be turned into the main office or 

attendance office upon the student’s return to school. Parents/guardians are 

encouraged to use the absence form located on the district website under the 

student/parent tab or request a pre-printed excuse pad from the main office. 

 

4. To assist the school in prompt communication about daily attendance, 

Parents/guardians are required to provide their current home address, 

telephone number, emergency number(s) and a list of adults to contact in 

their absence annually on the student information form and also alert the 

district of changes. 

 

B. Student Responsibilities 

 

1. Students must attend school daily and be on time. 

 

2. Students must attend all classes and are expected to participate fully. 

 

3. Students are expected to make timely arrangements with their teachers to 

make up assignments and class work they have missed during their absence.  

Refer to Policy 8101. 

  

C. Teacher/Staff Responsibilities 

 

1. Teachers are responsible for maintaining accurate attendance reports and 

for referring chronic absentees for review by the Building Principal or 

Designee. 

 

2. Attendance is to be accurately completed within the first one third of the 

instructional period or the start of the instructional day (within 13 minutes). 

 

3. School support staff (i.e. counselor, social worker) shall be responsible for 

preliminary contact with parents/guardians and students to assess situations 

of chronic absenteeism and devise a plan of improvement. 

 

4. Teachers and school personnel will continually stress to students the 

importance of promptness and regular attendance in all of their classes.  

Teachers can make a difference in the attendance habits of their students.  

(Phone calls to parents/guardians or guardians are encouraged). 
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5. Teachers who note a student regularly absent on days tests or major projects 

occur, may refer the student to the principal to determine if a referral, 

meeting, or other action is necessary. 

  

D. Administrative Responsibilities 

 

1. The District shall maintain a register of attendance for each pupil which 

includes the student’s name, date of birth, home address, names of 

parents/guardians/guardians, telephone numbers to contact 

parents/guardians/guardians, date of enrollment, record of pupil’s 

attendance on days of instruction, and the date of withdrawal or date 

dropped from enrollment. 

 

2. The Principal or Designee is responsible for implementing the attendance 

policy. 

 

  3. The Principal or Designee is responsible for identifying students who 

require alternative services and/or programs for absences or tardiness. 

 

IV. General Procedures/Data Collection 

 

A. Attendance will be taken during each class period (Refer to Section III, C, 2). 
 

B. At the conclusion of each class period or school day, all attendance information 

shall be compiled and provided to the designated staff member(s) responsible for 

attendance. 
 
C. The nature of an absence shall be coded on a student’s record. 
 
D. Student absence data shall be available to and should be reviewed by the designated 

school personnel in an expeditious manner. 
 
E. Where additional information is received that requires corrections to be made to a 

student’s attendance records, such correction will be made immediately.  Notice of 

such a change will be sent to appropriate school personnel subject to applicable 

confidentiality rules. 
 
F. Attendance data will be analyzed periodically to identify patterns or trends in 

student absences. 
 
G. Where consistent with other school practices, teachers and staff shall detain 

students in the hallways who are absent from a class period without excuse and 

refer students to the principal. 
 
H. Continuous monitoring will be conducted to identify students who are absent, tardy, 

or leave class or school early.  If a pattern of absences for an individual student is 
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identified, a designated staff person(s) will follow-up in accordance with this 

policy. 

 

I. To ensure that parents/guardians and students are aware of the implications of this 

minimum attendance requirement, the teacher or other designated staff member(s) 

will advise the student and contact the parent(s) by telephone and/or mail prior to 

the student reaching nine or 18 unexcused absences or twenty-seven (27) total 

absences for a full credit course and nine (9) or fourteen (14) for a half credit course. 
 

 

V. Notice 

 

To be successful in this endeavor, it is imperative that all members of the school community 

are aware of this policy, its purpose, procedures, and the consequences of non-compliance. 

To ensure that students, parents/guardians, teachers, and administrators are notified of and 

understand this policy, the following procedures shall be implemented. 

 

A. A plain language summary of this attendance policy will be included in student 

handbooks and will be reviewed with students at the start of the school year.  

 

B. Parents/guardians will receive a plain language summary of this policy annually.  

Parents/guardians will be asked to sign and return a statement indicating that they 

have read the policy. 
 
C. When a student is absent, tardy, or leaves early from class or school without excuse, 

a staff member designated by the building principal will notify the student’s 

parent(s) of the specific absence, remind them of the attendance policy, and review 

absence intervention procedures with them.  Students may be referred for 

disciplinary action. 
 
 
D. Classroom teachers and building level administrators will explain to 

parents/guardians at the beginning of each school year the value of attendance. 
 
 
E. The school website and publications will include periodic reminders of the 

components of this policy. 
 
F. The district will provide a copy of the attendance policy and any amendments 

thereto to faculty and staff.  New staff will receive a copy upon their employment. 
 
G. Faculty and staff will meet at the beginning of each school year to review the 

attendance policy to clarify individual roles in its implementation. 
 
H. This policy will be made available on the district website. Copies of this policy will 

also be made available to any community member, upon request. 
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I. The district will share this policy with local Child Protective Services (CPS) to 

ensure a common understanding of excused and unexcused absences and to work 

toward identifying and addressing cases of educational neglect. 

 

 

VI. Attendance Incentives 

 

 The district will design and implement systems to acknowledge a student’s efforts to 

maintain or improve school attendance. For example: 

 

 At the classroom levels, teachers are encouraged to assign special responsibilities 

(distribute and collect materials, lead groups, assist the teacher, etc.) to students who 

may need extra motivation to come to school. 

 

VII. District Response to Excessive Absence 

 

A. A designated staff member(s) will notify the student’s parents/guardians and the 

student’s guidance counselor in the event that a student’s record reveals excessive 

absences, excused and/or unexcused. Excessive absences are defined as:  10 

absences in a full year course or 5 absences in a half year course.  Such staff 

member(s) shall remind parents/guardians of the attendance policy, explain the 

ramifications of excessive absences, stress the importance of class attendance and 

discuss appropriate intervention strategies to correct the situation. 

 

B. Unexcused absences will result in disciplinary action consistent with the district’s 

code of conduct. Those penalties may include, for example, detention or in-school 

suspension. Students may also be denied the privilege of participating in or 

attending extracurricular events.  

C. In addition, the designated staff member will contact local Child Protective 

Services (CPS) if they suspect that the child is being educationally neglected.  The 

designated staff member will provide CPS with the information necessary to initiate 

a report.  If other staff members suspect education neglect, they must follow the 

procedures outlined in Board policy and regulation 7200, Reporting Possible Child 

Abuse or Maltreatment.  

 
 
 
 
VIII. Credit Denial for Grades 7-12 

 

Students are expected to attend all scheduled classes and fully participate in daily learning. 
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A. Any student in grades 7-12 with more than nine (9) unexcused absences for one-

half year or eighteen (18) unexcused absences for a full year many not receive credit 

for that course. 

 

B. Students must attend at least 85% of the total number of classes held to obtain credit 

for the class.  In a full credit course this means a student may only be absent 

approximately 27 days and in a half-credit class only be absent approximately 14 

days. Known absences are not included in the 85% attendance threshold. 

 

IX. Appeal Process 

 

A. A student who has accumulated 27 or more absences (14 in half credit and 

physical education courses) and has been notified of loss of course credit due to 

absenteeism, has the right to appeal the decision and request a hearing before the 

Appeals Committee.  The student must do so in writing to the principal within 10 

school days of the date of loss of credit notice.  The student and 

parent(s)/guardian(s) may be asked to appear at this meeting with appropriate, 

verifiable documentation to present to the committee.  The committee determines 

whether the student will continue as a regular student or be placed on a credit 

denied audit condition. 

 

B. The Appeals Committee will meet as needed because the review process is 

ongoing. 

 

C. The Appeals Committee is made up of one administrator, one guidance counselor, 

and two teachers. 

 

 

 Note: To facilitate the appeals process and provide the committee with information 

that will allow them to make an appropriate determination, it is strongly advised 

that when medical circumstances are at the root of at least some absences, that 

parents request health care providers (physician, physician’s assistant, nurse 

practitioner) detail the necessary medical explanations (in writing) to the extent 

that it allows the committee to make the most informed decision possible.  Parents 

are again reminded that notes, even from health care providers (physician, 

physician’s assistant, nurse practitioner)are notes of explanation and not notes of 

excuse. It remains the parent’s choice as to what information is to be provided, but 

limited information without sufficient understanding will not aid in the review and 

appeal. 

 

Second Note: When a student is absent from school for reasons of illness or medical 

necessity, a note of explanation (including health care provider documentation as 

appropriate) should be submitted to the attendance office within a short period of 

time, but in no instance more than three (3) weeks from the point of return to school. 

This is important. If, later, the student exceeds the course credit, absent limit and 
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the student initiates an appeal for credit reinstatement, medical documentation not 

submitted in a timely manner as noted herein will not be accepted at the later date 

for explanation and appeal. 

 

 

VI. Annual Review  

 
The Administration shall annually review building level pupil attendance records and if 
such records show a decline in pupil attendance the Board shall make any revisions deemed 
necessary to improve pupil attendance. 
 
 

 

 

 

 

 

Poland Central School District 

Legal Ref: Education Law §§1709, 3024, 3025, 3202, 3205-3213, 3225; 8 NYCRR §§104.1,  

175.6; Social Service Law §34-a 

Adopted: 03/21/13, 07/11/13, 08/15/16 

Revised: 8/3/17 


