Student Attendance Policies and Procedures

Attendance is an extremely important factor in the success, or lack of success, for students at Auburndale High School. With a seven period schedule, students will attend seven 50-minute classes each day for an 18-week semester.  They will continue in the same classes for the second semester unless they have enrolled in a ½ credit course (i.e., Physical Education, Government, Economics, or various other electives).  Credit is earned on a semester basis at ½ credit per semester per class.

To comply with the attendance requirements established by the Southern Association of Colleges and Schools (SACS), the State of Florida and Polk County Schools, students must attend class a minimum of 67.5 hours per semester. All courses allow for 75 hours of instruction per semester.

A student who misses 10 days or more of class is in jeopardy of losing credit.  If the student does not complete make up work to the teacher’s satisfaction he/she will be required to pass the final exam to show mastery and to receive credit for that class.  

PARENTAL NOTIFICATION OF ABSENCES

Parents will be contacted via by the school computer and telephone system every time the student misses a class.  Thus it is very important to keep the school informed of any changes in contact information.  Parents will be asked to update this information by contacting the Attendance Secretary at 965-6235.

EXCUSED/UNEXCUSED ABSENCES

Excused absences, as described by the Polk County Code of Student Conduct Section 2.01 include:

· Personal Illness – if a note signed by the parent is submitted within three student attendance days upon return to school and it does not occur more than 10 attendance days in a 90 calendar day period

· Illness or Death in the Immediate Family – if a note signed by the parent is submitted upon return to school

· Religious Holidays – is the parent gives written notice not more than 5 days prior to the absence

· Educational Trips – if prearranged with the teacher and approved by the principal.  The student must submit a written report of the trip to the teacher.

· Trips with Parents – if prearranged and approved by the school administration.  Emergencies will not be excused unless determined by the principal.

· School Sponsored Activities – if the activities were prearranged with the school administration.

· Judicial Actions – if a copy of the subpoena or court summons is provided upon return to school.  Placement in a Juvenile Detention Center shall be an excused absence.

Unexcused absences, as described by the Polk County Code of Student Conduct Section 2.01 include:

· Any absence that does not meet the criterion of an excused absence listed above.

· For the purposes of truancy, the student must be present more than 50% of the day to be counted present.

Students enrolled at Auburndale High School are expected to make up missed work for excused absences. A student is expected to request a make-up work notification form immediately upon returning to school. Make-up work should be an appropriate assignment that can be, but does not have to be, equivalent to the hours of school missed.  According to the Polk County Code of Student Conduct, Section 2.20: “Work missed during the student’s first three (3) days of unexcused absences during a semester is expected to be made up.  This includes absences caused by an out-of-school suspension.  The right of students to make up work on the fourth unexcused absence and all other days of unexcused absences per semester may be denied.”

The time allotted for a student to complete missed assignments should be a minimum of two school days per each day of absence.

DOCUMENTATION OF EXCUSED ABSENCES

The following documentation should be turned in to Ms. Meyers in the Attendance Office within three (3) days of the student’s return to school. These are:

A) medical appointments/hospitalization report

B) court-ordered appearances

C) traffic accidents directly involving the student

D) funeral (In Memoriam) document

E) note concerning illness signed by parent

F) Prearrangement documentation for trips

It is highly recommended that parent(s)/guardian(s) keep copies of the documents relating to student absences. Students are expected to request a make-up work notification form immediately upon returning to school from all absences.

EXTENDED MAKE-UP TIME

Based on lengthy absences due to unusual circumstances, the teacher may use discretion to grant an extended time period for the return of completed make-up work. However, this extended make-up time frame can not be extended beyond two weeks after the course has concluded.

CREDIT DENIAL DUE TO FAILURE TO PASS FINAL EXAM
Based on SACS guidelines, all students who do not meet the minimum 135 hours of instruction for each unit of credit (67.5 hours per semester) must show mastery of performance standards.

Upon absence #10 per course in a semester with no evidence of teacher based acceptable make-up work, the student will be required to show mastery of performance standards by passing the course and the teacher’s final exam.

If mastery of the performance standards is not met by the student, he/she will be denied credit.

DENIAL OF CREDIT DUE TO EXCESSIVE ABSENCES

A student with excessive absences in a semester, as determined by the Attendance Committee, with no evidence of teacher-based acceptable make-up work can be denied credit in that course. If the student is age 16 or over, he/she is subject to withdrawal from school with parent approval.

Absences due to suspension count toward the above mentioned absences.

ATTENDANCE COMMITTEE

The Attendance Committee is made up of teachers and administrators. The committee may recommend to the Principal the denial or reinstatement of credit. The denial of credit will be at the end of the course. The decision of the Principal is final.

Attendance will be taken electronically using Pinnacle (Gradebook) by all teachers period by period. Attendance will be entered the first ten minutes of each period, unless there are special mitigating circumstances. Teachers will code absences AU (unexcused) for all classes.  If a student turns in an allowable excuse, the absence code will be changed to A by the attendance secretary.  

Absences for ISS or OSS will be recoded by the attendance secretary.

Students skipping class will be written up on a discipline referral. 

In classes where course syllabi are available, and tests are planned and announced in advance, students are expected to take the test upon returning to school after an absence should the absence occur on test day.  When special class reports and projects are announced in advance, they are also due upon the student’s return to school should the absence occur on the due date.
An attempt at Parent contact will be made by the deans once a student has missed 3 days.  Once the student misses 5 days, they will be placed on an attendance contract. If there are extenuating circumstances regarding a student’s absence from school please notify the attendance or guidance offices.  Communication is the key ingredient in achieving our goal of reducing student absenteeism.
Questions about student attendance should be directed to the attendance secretary, Carol Meyers.  Questions about enrollment status should be directed to the terminal operator, Julieanne Wright-Bradley.

Checkout Policy

· Criteria:  The criteria for checkout shall be the same as for an absence.

· Emergency Information Card (“EIC”):  School personnel must rely on the information recorded on the emergency information card at the time of enrollment.  Only persons listed on the EIC will be allowed to check a student out.  Check-outs must be done in person or pre-arranged in person.  No phone calls for checkout will be accepted.
· Authorization:  Adult, married, or self-supporting students must be approved by Mr. Strong.

· Designee:  The enrolling parent(s)/guardian(s) must designate family or friends for emergency and check-out purposes at the time of enrollment.  Auburndale High School (as all other schools in Polk County) has a closed campus.  
· Students may not leave the school grounds for lunch or have lunches brought in to them.
· For the safety of the students, a photo ID is required in order to check students out.  The photo ID must match one of the names listed on the emergency card.
· Please note:  Parent/Guardian(s) must show Driver’s License.
· Please allow up to 20 minutes to check out your student.
· We strongly suggest no checkouts after 1:30pm.
· We also want you to be aware that all flowers & balloons etc. will not be delivered to the student’s classroom.  The student will need to come by the attendance office and pick up said item after school.
·  NO CHECK OUTS WILL BE ALLOWED DURING FINAL EXAMS

Leaving School Grounds

· The only way students are permitted to leave campus during the school day is by checking-out through the attendance office. This includes 18-year old students who live at home.

