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PAULDING COUNTY SCHOOL DISTRICT 

 

ATTENDANCE PROTOCOL-REVISED MAY 14, 2015 

 

DEFINITIONS: 

 

1) Early Dismissal - student is dismissed early from class/school when he/she leaves the 

school premises prior to the end of the scheduled school day.  

 

2) Excused Absence - the reason for a student being absent meets the established criteria set 

forth in the school board policy for consideration of excused absences.  

 

3) Excused Tardy - the reason for a student being tardy meets the established criteria set forth 

in the school board policy for consideration of excused tardiness.  

 

4) Parent - for purposes of this Protocol, the term "Parent" may include any adult who has 

charge and control over the child, including a biological, adoptive, foster, or step-parent, a 

guardian or any other person who has control or charge of the child's attendance at school. 

In this regard, two parents residing in the same household with the child are equally 

responsible for the child's attendance at school.  

 

5) Tardy to Class - a student is tardy to class when he/she arrives to class after the time 

established by the school.  

 

6) Tardy to School - student is tardy to school when he/she arrives after the established start 

time for the school day. 

 

7) Truancy – any instance where a student has more than five days of unexcused absences. 

 

8) CHINS  = A child in need of services is a child, adjudicated to be in need of care, 

guidance, counseling, structure, supervision, treatment or rehabilitation and who is 

adjudicated to be: Subject to compulsory school attendance and who is habitually and 

without good and sufficient cause truant, as such term is defined in code section O.C.G.A. 

15-11-381, from school; Truancy O.C.G.A. 15-11-2(11)(A)(i)  

 

9) Unexcused Absence - the reason for a student being absent does not meet the established 

criteria set forth in the school board policy for consideration of excused absences.  

 

10) Unexcused Tardy - the reason for a student being tardy does not meet the established 

criteria set forth in the school board policy for consideration of excused tardiness.  

 

11)  Core Mental Health Providers - mental health treatment providers that are contracted with 

the State of Georgia to provide mental health treatment services to persons insured by 

Medicaid or PeachCare, or who do not have insurance benefits covering mental health 

services.  A sliding scale co-pay may be charged based on income, for uninsured and 

underinsured consumers. 

 

12)  Teenage and Adult Driver Responsibility Act (TAADRA) 
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PAULDING COUNTY SCHOOL DISTRICT PROCEDURES 

 

 

 Attendance Goals:  

 
The goals of the Paulding County Attendance Protocol Committee are to reduce the number of 

unexcused/unlawful absences from school, and to increase the percentage of students present 

in school to take state-mandated tests.  The committee also promotes coordination and 

cooperation between the officials, agencies, and programs of Paulding County to promote 

punctual and regular attendance in school. 

 

 School Policies: 

 

The Paulding County School District will adopt policies and regulations outlining the specific 

steps to be taken to accomplish the goals of the Attendance Protocol Committee.   

 

 Notification of Attendance Laws and Consequences: 

 

Upon enrollment and registration each school year, parents will be given notice in their child’s 

handbook of the State Compulsory Attendance Law pursuant to O.C.G.A. Code §20-2-690.1 

and the Paulding County Board of Education school attendance policy. The school will make 

reasonable efforts to ensure receipt and comprehension of the policy by requesting signatures 

from parents/guardians that this notice was received and understood. Students who have 

reached age ten (10) or above by September 1 of the school year will also provide their 

signature indicating understanding.  

 

 Excused Absence:  

 

Regular attendance in school is the joint responsibility of the student and his parents.  Georgia 

law allows a student to be excused from school for the following reasons: 

 

 Personal illness  

 

 Illness or death in the immediate family 

 

 Special and recognized religious holidays observed by the student's faith 

 

 Mandates by order of a governmental agency; and conditions rendering school attendance 

impossible or hazardous to the safety of the student 

  

 A student whose parent or legal guardian is in military service in the armed forces of 

the United States or the National Guard, and such parent or legal guardian has been called 

to duty for or is on leave from overseas deployment to a combat zone or combat 

support posting, shall be granted excused absences, up to a maximum of five school days 

per school year, for the day or days missed from school to visit with his or her parent or 

legal guardian prior to such parent's or legal guardian's deployment or during such parent's 

or legal guardian's leave. 

 

 

Appropriate written documentation must be submitted to the school to validate that the absence 

is an excused/lawful absence. The Principal or designee has the authority to require additional 
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proof of the legitimacy of a written excuse. For example, the Principal or designee may require 

doctor’s statements justifying the absence of the student, and may require proof that the child's 

condition rendered the child incapable of attending school. Written excuses must be submitted 

within three (3) school days of the date of absence, and must include:  the date(s) of the 

absence; the student’s name; the reason(s) for the absence; and the signature of the parent. The 

school district will receive any written excuses after that period but will not change the absences 

to an excused/lawful absence. Students may receive make-up work for absences; however, any 

work missed because of an unexcused/unlawful absence will not count for credit.   

 

Students placed in the hospital/homebound program will be considered present in accordance 

with the policies and procedures governing the administration of the program.  

 

 Unexcused/Unlawful Absences: 

 

Absences that do not meet the criteria of an excused absence per Georgia law, or that are not 

validated by appropriate documentation as determined by the principal or designee are 

unexcused/unlawful. Absences due to suspension or expulsion shall not be counted as 

unexcused/unlawful. A student who accumulates five (5) unexcused absences will be 

considered to be a child in need of services, CHINS. 

 

 Active Steps by Schools to Reduce Unexcused/Unlawful Absences: 

 

 Daily: 

Parents/guardians may use the Parent Portal on the district website, 

www.paulding.k12.ga.us to verify the attendance of their child in school.  They may also 

arrange to be notified by e-mail by this same program if their child is absent.  

 

Schools may also devise other strategies to notify a parent/guardian when a child is absent 

from school. 

 

 Three (3) Unexcused/Unlawful Absences:  

Teachers will make direct contact with parents of students when they accumulate three 

unexcused/unlawful absences. The attendance procedures and consequences of 

additional unexcused/unlawful absences will be explained. This action will be 

documented. 

 

 Four (4) Unexcused/Unlawful Absences: 

Teachers will refer students to their school counselor upon four unexcused absences 

by email, with a copy to the principal or designee. 

 

 Five (5) Unexcused/Unlawful Absences: 

 Teachers will refer students with five unexcused/unlawful absences to the principal or 

designee, with a discipline slip. 

 

 The principal or designee will notify the parent by letter, of the consequences of 

continued unexcused absence, and that every unexcused absence after five will 

constitute a separate offense. A school attendance contract will be attached to the 5-

day Letter of Notification. After two reasonable attempts to notify the parent/guardian, 

http://www.paulding.k12.ga.us/
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the school shall send a notice by certified mail return receipt requested or first class 

mail to the parent. 

 

 The principal or designee will make a referral to the School Social Worker for each 

student with five unexcused absences and enter required data into the district’s student 

information system. 

 

 Subsequent Absences:  
 The School Social Worker will generate a weekly report from Infinite Campus of 

students with five or more unexcused absences. 

 

 The School Social Worker will: 

 

 File a juvenile complaint against students aged five to sixteen to Juvenile Court for 

a child in need of services (CHINS) upon fifteen or more unexcused absences, 

when appropriate, with notice sent to parent/guardian by certified mail, return 

receipt requested. 

 

 Coordinate with other agencies and officers to secure a warrant for the arrest of a 

parent of a student age five to sixteen to the Magistrate Court for failure to comply 

with the compulsory attendance provisions of Georgia law, when appropriate. 

 

 Refer a parent to the Department of Family and Children Services for suspicion or 

indications of abuse/neglect, and/or make appropriate referrals to other agencies. 

 
 Driver’s License 
 
The Teenage and Adult Driver Responsibility Act (TAADRA) 

 

Governor Nathan Deal signed SB 100 into law on April 16, 2015.  SB 100 makes significant 

changes to the Teenage and Adult Driver Responsibility Act (TAADRA).  A student may 

possibly be denied a driver’s license if a student is not enrolled in or is under expulsion from 

school.  Effective July 1, 2015, the Paulding County School District will certify that a student is 

enrolled in and not under expulsion for a student to be eligible for a driver's license or learner's 

permit.  An updated Certificate of Enrollment form is available at your local school or by visiting 

the Georgia Department of Driver Services or the GaDOE website.   

  

For information regarding the school and your driver’s license, please visit 

www.dds.ga.gov/teens/index.aspx and select “What you Need to Know About School and Your 

Driver’s License.” 

 

 Extracurricular Activities:  

 

The following procedures will be followed regarding school supported extracurricular 

activities: 

 

 Students will not participate in activities, rehearsals, practices and/or games on days that 

they are absent from school.  

 

http://r20.rs6.net/tn.jsp?f=001gCXDoMDSNW4w2EeeZNUJML9aXx6tUPlJAIVX714Hh0R41vksN4MeupCcXLn3YzK7MwvOS9eVydaYw_xHw7d-nfsjvoGv01dqFq66-MOHqx1b2OukkRIJygZdyQT4UnxW7ivqgvvZzJ3Ys5Xz5zEBmvLu2XsFVkYwuQh_t7K7HsGOVL2d3-oZy7fEZvVzjh64gzxqrhdUANjft3qQUjT1OJW0i5eEwe5wMY08A0vjv1FAPLYR9Fa2AeaoqM28jHWQGBMod5Qmi3850Bzd87wskXt-ZJW4Zz5zLFbaI_iikS1dlmwodIf0nxhTTYrPuEU-V7HxKbnCzELUFEUJLD49cqQmiP_Zb0UeS460Q0URIX-TaamrKQR3FqPIY-FPzA7QIWywzc-ZA672m4VnpKOFOw==&c=hNh79XW7c_fZUBRHfkd1aA5Oepd7AdNkx4Lvt5UgrMgChbbQZOr9nw==&ch=16CB6m0F0nu6KHQ0iuVmByTSeNXQL-0TWb1PwAXu_jf1hAbUI7zYyA==
http://www.dds.ga.gov/teens/index.aspx
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 Students who accumulate five (5) or more unexcused absences in a semester may be 

ineligible to participate in any extracurricular activities for the following semester. 

Absences from the previous school year will carry over to a new school year. For example, 

if a student accumulates five (5) or more unexcused absences in the final semester of the 

previous school year, they may not be eligible to participate in extracurricular activities 

during the first semester of the new school year. 

 

 A student may regain his/her privileges at the end of the next semester by meeting all the 

standards stated below: 

 

 Have less than five (5) unexcused absences 

 

 Have less than three discipline referrals  

 

 Have four or less instances of being late (tardy) to school and/or instances of 

checking out of school early  

 
 Driving Privileges:  
 

Students who have the privilege of driving automobiles to school and parking on campus 

must maintain good attendance. Students shall lose these privileges and parking permit for 

the following semester if they:  

 

 Have five or more unexcused absences 

 

 Have more than three discipline referrals or 

 

 Have four or more incidences of being late to school and/or checking out early  

 

This policy will continue from the previous school year. For example, if a student accumulates 

five (5) or more unexcused absences in the last semester of the previous school year he/she will 

not be eligible for driving privileges and permits during the first semester of the new school 

year.  

 

 A student may regain his/her privileges at the end of the next semester  by meeting all of 

the attendance and discipline criteria below: 

 

 Have less than five unexcused absences 

 

 Have less than three discipline referrals  

 

 Have four or less instances of being late (tardy) to school and/or instances of 

checking out of school early 

 

Students who have lost their driving and/or other privileges and who violate the intent of these 

procedures by driving to school, parking on and off campus, and/or participate in 

extracurricular activities, shall be subject to discipline that may include permanent loss of 

parking and other privileges and punishment for insubordination.  
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 Unexcused Tardiness and/or Early Dismissal: 

 

Each school will develop policies and procedures for reducing tardiness and early checkouts. 

A progressive system should be incorporated in each school whereby appropriate consequences 

increase based on the number of events. Careful consideration will be made to ensure that the 

consequences employed are not so stringent as to cause the student to choose to be absent rather 

than tardy. 

 

 Rewards Program:  

 

The Paulding County School District will establish incentive programs to promote punctual 

and regular attendance in its schools. The programs may include, but are not limited to, rewards 

based on the following: 

 

 Perfect Attendance for the year 

 

 Perfect Attendance per semester 

 

 Reduction of absences from the previous year by 3 or more days; and/or 

 

 Being under the daily average for days missed for the school year.  

 

The District and individual schools should coordinate with the local businesses to acquire 

sponsors to support the incentive programs.  

 

 Proactive Steps: 

 

At the beginning of each school year, each school will create a list of students who had ten or 

more absences, excused or unexcused, for the previous year.  The school will consider placing 

each of these students, on a case-by-case basis, into an absence intervention program for the 

coming year. This intervention program may consist of the following: 

 

 The establishment of an attendance contract consistent with the provisions of this protocol, 

state law, and Board of Education policies and regulation 

 

 The assignment of a mentor to provide support and assistance in approving attendance 

during the coming school year; and/or 

 

 The involvement of community support 

 

 

 Recurring Reports:  

 

The Paulding County School District will establish procedures for collecting the necessary data 

to monitor attendance at each school. The principal at each school, in cooperation with the 

School Social Worker/Attendance Officer will be responsible for reviewing and providing the 

data in the designated format to the central office as directed by the Superintendent. The 

Superintendent will make this data available for each meeting of the Paulding County 

Attendance Protocol Committee.  



 

7 
 

 School Social Worker/Attendance Officer:  
 

The School Social Worker/Attendance Officer will: 

 

 Review referred information from the school 

 

 Consult with the school attendance contact (administrator) 

 

 Determine the need for immediate referral of: 

 

 Students age five (5) to sixteen (16) to Juvenile Court as CHINS. 

 

 Refer the family to the Department of Family and Children Services for suspicion or 

indicators of abuse/neglect; Send copy to Juvenile Court 

 

 Make appropriate referrals to other agencies.  

 

CRIMINAL PROSECUTION FOR THE VIOLATION OF SCHOOL 

ATTENDANCE LAWS 

 

O.C,G.A.§ 20-2-690.1 requires any person in this state who has control or charge of a child between 

the ages of six and sixteen to enroll and send that child to school, including public, private and 

home schooling.  

 

A child is responsible to attend school and is subject to adjudication in Paulding County Juvenile 

Court as any unruly child for violation of this statute. If a parent, guardian or other person who has 

control or charge of the child causes the child's absence, then that person, and not the child, is in 

violation of this statute. Such a violation is a misdemeanor and carries a penalty of up to $100 fine 

and 30 days in jail for each violation. The law specifies that each day's absence constitutes a 

separate offense.  

 

For purposes of this Protocol, the term "Parent" may include any adult who has charge and control 

over the child, including a biological, adoptive, foster, or step-parent, a guardian or any other person 

who has control or charge of the child's attendance at school. In this regard, two parents residing in 

the same household with the child are equally responsible for the child's attendance at school.  

 
 Filing Juvenile Complaints: 
 

A juvenile complaint should be filed in the Juvenile Court of Paulding County against a child, 

who is habitually and without justification truant from school. Such a child is "a child in need 

of services." (CHINS). 

 

For purposes of this Protocol, habitual absence is defined as five (5) or more days of unexcused 

absences from school.  The following options will be considered, at a minimum:  

 

 Referral of the student and/or parent to the appropriate social services  

 

 Requesting further medical documentation if appropriate 

 

 File a "child in need of services" (CHINS) complaint with the Juvenile Court of Paulding  
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 Juvenile Justice Procedures: 

 
The intake process for Juvenile Complaints requires the following: 

 

 All CHINS complaints will be forwarded to the Clerk of Juvenile Court 

 

 The Clerk of Juvenile Court may contact the School Social Worker for any further 

pertinent information 

 

 CHINS complaints will be reviewed by the Coordinator of Treatment Services within 48 

hours of the filing of the complaint and staffed with the CHINS Treatment Team no later 

than 30 days from the date of the filing of the complaint.  The CHINS Treatment Team 

will make treatment recommendations which will become part of a court order and 

provide periodic status review hearings to determine the youth’s participation and 

completion of ordered recommendations.  CHINS Status Review Hearings are scheduled 

approximately every 6 to 8 weeks to determine the youth’s progress and improvement.  A 

CHINS case can remain active with the CHINS Treatment Team for a period of up to 2 

years.  A youth who violates the terms of the CHINS Order to Participate, or who fails to 

attend the CHINS Staffing, is subject to a petition being filed by the CHINS Solicitor 

bringing the matter before the Judge for disposition.  If a youth successfully completes  

requirements of the CHINS Order to Participate, the complaint is dismissed.  

 

 Adjudication and Disposition:  
 

Should a CHINS complaint be petitioned before the Juvenile Court judge, a youth may receive 

consequences such as Informal Adjustment or Probation by the Juvenile Court Judge upon 

adjudication of a CHINS complaint.  At that time, the Juvenile Solicitor may request a 

Protective Order to ensure that the parent(s)/guardian(s) actively assist in the youth's 

compliance with Conditions of Probation and the youth's attendance at school.  

 

A Probation Officer will monitor the student's attendance, at a minimum, on a monthly basis. 

Further unexcused absences from school by youth will result in immediate sanction by the 

Department of Juvenile Justice, including possible revocation of Probation. Upon adjudication 

for CHINS-related revocation of Probation, the Juvenile Court Judge will determine what 

further action or intervention is appropriate.  

 

Judicial CHINS Teams meet to review cases on a weekly basis from the date of the initial 

Probation Order for CHINS-related Probation cases. These reviews will assess the youth's 

attendance at school and effectiveness of any services that may be involved to assist youth 

and/or family. All parties involved should be prepared to report on youth's progress at these 

reviews.  

 

A Probation Order may be terminated by the Juvenile Court Judge prior to the expiration date 

if youth's attendance and/or progress have reached a level satisfactory to all parties involved.  
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 Prosecution of a Parent  
 
The child and parent must comply with the Court’s recommendations. Failure of the child or parent 

to comply with the recommendations, including further unexcused absences from school, will result 

in possible juvenile adjudication of the child and/or criminal prosecution of the parent. 

 

 Law Enforcement  
The law enforcement agencies within the jurisdiction of Paulding County will immediately 

institute pro-active patrols of businesses, streets and other areas within their jurisdiction to 

identify truant students. Students who have no legal excuse for being out of school will be 

transported to the appropriate school and delivered to the school administrator for appropriate 

action. Incident reports and/or juvenile complaints will be completed as necessary.  

 

Each respective entity will issue appropriate citations/warrants as directed and identified by the 

Paulding County School district to individuals in violation of the compulsory school attendance 

laws.  

 

 Health Agencies 

 

 
 Public Health  

 Each school in Paulding County has a full time licensed or registered nurse available 

to provide school nursing services. While at a school, these personnel shall: 

 

 work in conjunction with teachers, school administrators, Public Health, and the 

School Social Worker to promote general health and safety of students, school 

staff, and the community 

 

 cooperate with other staff, in determining when a child should be sent home early 

for the day, due to health related concerns 

 

 Follow orders written by a student’s physician, within the Board of Education 

policies regulations, regarding medication or other medical treatment to be 

provided during school hours; and assist the principal or designee in evaluating a 

written excuse for an absence. 

 
 The Paulding County Health Department is an integral partner in community health 

related to school readiness, attendance, and success. The Paulding County Health 
Department shall: 
 
 Continue to support and promote Paulding County Youth Health Services 

 
 Provide immunization evaluations, immunizations, and immunization records 

required for school enrollment 
 

 Provide Scoliosis screens for students; and  
 

 Provide various medical, dental, and prescription services, referrals, and education 
to students and families in Paulding County to promote personal and community 
health. 
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 Mental Health 
 

The Paulding County Core Mental Health Providers provide crucial support for the mental, 

physical, and emotional well-being of students and their families, including individual and 

group sessions on-site at the school for student clients of Paulding County Mental Health. In 

support of this Protocol, Paulding County Core Mental Health Providers shall: 

 

 Notify and/or refer student clients to the School Counselor or Social Worker when efforts 

to conduct individual or group sessions at school repeatedly fail, due to absences 

 

 Coordinate and host regular Interagency Staffing Committee meetings, which facilitate 

support and treatment planning for at-risk youth, including students who are truant 

 

 Attend court proceedings, when appropriate, for cases involving truancy and support any 

court orders for treatment of emotional or family issues contributing to absences; and 

 

 Offer clinical support, when possible and appropriate, to any truancy prevention or 

treatment programs instituted.  

 

In accordance with state and federal laws related to confidentiality, Paulding County Core 

Mental Health Providers and Paulding County Schools shall, as appropriate, obtain written 

releases of information to allow communication as outlined above. 

 

 Department of Family and Children Services  
 

The Paulding County Department of Family and Children Services often provide social 

services to the families of truant students. In support of this Protocol, the Paulding County 

Department of Family and Children's Services shall: 

 

 Accept and consider information related to school attendance, behavior, and performance 

in reports and investigations related to suspected abuse and/or neglect 

 

 Address school attendance in departmental case plans and safety plans 

 

 Ensure school enrollment and regular attendance for students in emergency shelter care, 

temporary placement arranged by the Department, or foster care 

 

 Verify involvement of the School Social Worker when available attendance information 

indicates more than ten (10) unexcused absences; and 

 

 Attend court proceedings, when necessary, for cases involving truancy and/or complaints 

against parents related to mandatory school attendance. Subpoena(s) should be issued to 

the appropriate Case Manager and/or Investigator when participation by the Department of 

Family and Children Services is desired.  
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RESPONSIBILITIES OF OTHER A GENCIES AND PROGRAMS 
 

 Paulding County Chamber of Commerce  
 

The Chamber of Commerce will form an Education Committee, which will support this 

Protocol by facilitating a partnership between local businesses employing students during the 

school year and Paulding County Schools. Businesses will be asked to sign an agreement with 

their student employees that states the following:  

Employment hours shall be restricted to no more than twenty (20) per week. Student 

employees shall not knowingly be allowed to work on days they are absent from school. 

Students shall share grade and attendance information each term.  Student employees shall 

be placed on probation and/or work hours shall be reduced if grades or school attendance 

decline. 

 

The agreement forms shall be provided by the school district. The school district shall require 

that students requesting agreement forms or employment permits identify their prospective 

employer and, along with their parent(s)/guardian(s), give permission for attendance and grades 

to be shared with that employer.   

 

The Chamber will encourage business leaders to help keep students in school during school 

hours. Businesses will also be asked to not provide service to any student under the age of 16 

during school hours.  

 

 Paulding County Family Connection 
 

The Paulding Family Connection Children’s Cabinet will work directly with teachers, school 

social workers, administrators and county agencies to locate, develop and promote programs 

and activities that will help educate parents and encourage students to attend school each day. 

The PFCCC connects community partners and community organizations by sharing data and 

identifying local resources. Through enhanced communication parents and students will be 

made aware of Georgia law and the responsibility of the parent and student concerning 

attendance requirements.  

 

 Paulding County Recreation Department 

 

The Paulding County Recreation Department will take active steps to help reduce truancy in 

the Paulding County Schools. Specifically, the department will: 

 

 Ask the coaching staff of recreational sports to stress the importance of regular school 

attendance 

 

 Include information regarding attendance laws and consequences on sign-up fliers. Post 

conspicuous signs at the recreation department and at the fields stating: 

 

The Paulding County Recreation Department supports the efforts of the Paulding 

County School District and other collaborative agencies to reduce truancy. Students 

who are too sick to attend school should not attend recreational sports practices, 

games or other activities after school hours on the days when they are absent from 

school. 
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MONITORING THE PROTOCOL 

 

To ensure that these written protocol procedures are followed, the Protocol Committee will meet quarterly 

for a year, which will begin on the date of the protocol's adoption. The Protocol Committee will then meet 

semiannually, as required by law, unless the Committee determines more frequent meetings are required. 

The Committee's goal will be to improve communication between agencies, encourage interagency 

cooperation, and update the protocol as necessary. Each participating agency shall monitor and evaluate 

compliance with this protocol and, as needed, recommend protocol revision and implementation that best 

meets the needs of the community and complies with Federal, State, and local statutes, as well as agency 

policy. In accordance with this Protocol, the Paulding County School District will provide this committee 

with necessary reports needed to determine compliance and progress.  
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Attendance Checklist/ Visiting Teacher Referral 
Individual Student Documentation 

 
 
   Student:  ______________________________________Student ID #   _______              Grade:  ____ 

 

School:                                                                Administrator:  

 

Homeroom:                                                           DOB   

 
Step Date Action Responsible Personnel 

1   Board of Education policies and regulations are communicated to the 

general student population and parents.  Consequences for truancy 

explained. 

Superintendent and Staff 

2   The school administration and staff communicate Board of Education 

policies and regulations regarding attendance and truancy to students 

and parents by reviewing provisions of the Student Handbook. 

School administration and 

staff 

3    School creates a report of students with excessive absences (10) 

unexcused absences from the previous year. Teachers notified of 

students with 10 unexcused absences from the previous school year. 

Principal notifies parent in writing that appropriate medical and other 

documentation is required to validate that an absence is excused this 

year.  An attendance contract is developed between the school, 

excessively absent and/or truant students, and their parents. 

Administration  

4  Teacher contacts the parent directly upon the third unexcused absence 

of the student. The consequences of continued unexcused absences are 

shared with the parent/student. 

Teacher 

5  Teacher refers student to counselor upon 4 unexcused absences for 

proper guidance by email, with copy to principal or designee.   

Teacher 

6  Upon fifth unexcused absence, the teacher refers the student to the 

principal and/or his/her designee. Middle and High School students 

receive a discipline referral.  The student takes home a copy of the 

discipline referral and a copy of the 5 day unexcused absences letter 

with a student attendance contract attached. If the 5-day letter and 

contract are not returned, the principal or his/her designee mails a copy 

of the 5-day unexcused absences letter and the student attendance 

contract. Parents are requested to sign and return to the school the 5-

day letter and attendance contract. A third letter is sent by certified or  

first class mail if the first two attempts to obtain the parent’s signature 

concerning the student’s five unexcused absences have failed. 

Teacher 

Principal or designee 

7  Administrator refers the student to the School Social Worker or 

Attendance Officer for Truancy upon the 5th unexcused absence. Clerk 

follows-up to Social Worker electronically per attendance checklist. 

Teacher/Administrator 

8  School Social Worker generates weekly update spreadsheet of referrals 

and contacts parents by letter, phone call, or home visit.        

 

Principal or designee 

9  School Social Worker refers the student, under age 16, to Juvenile 

Court for CHINS, when appropriate. A certified letter with return 

receipt requested is sent prior to filing a complaint.  

School Social Worker or 

Attendance Officer 

 

  

  


