[image: image1.png]



School Attendance

Plan
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I.  PHILOSOPY AND MISSION STATEMENT
P25R believe that pupil attendance is a primary responsibility of every staff member as well as the parents and students.  Research shows that good habits of attendance and punctuality go a long way toward the achievement of success in school and beyond the school.  Students who develop consistent patterns of lateness and/or absence are more likely to dropout of school then those who arrive on time and attend school regularly.
The administration of P25R has made a commitment to providing extensive guidance services to support our attendance efforts with a staff of 5 Psychologists, 3 Guidance Counselors and 3 Social Workers who provide counseling, an attendance coordinator, an attendance teacher and 3 Deans.  In addition, we have a college/ career counselor who provides service to all of the students.

The Attendance Plan summarizes all of our attendance improvement strategies and addresses the needs of our special education, Inclusion and bilingual/ESL students.  Particular attention is focused on our most at-risk students, as well as on students with potential attendance problems.  It is our expectation that by attending school every day, all of our students will succeed.
II. OVERVIEW AND COORDINATION OF SCHOOL ATTENDANCE PROGRAM
Our organizational Attendance plan encompasses the following procedures organizational wide.  Although we have many sites, this serves as the base for our plan.  Each site will implement different strategies to review attendance specific to their students needs.

· a system whereby parents are contacted by the first day of student’s absence.  Records of these contacts are to be kept at the school.  An automated telephone calling system supplements contacts to parents of absent students.

· A process for referring unresolved absences to the attendance teacher on Form 407.

· A system for the collection, review and filing of all 407 forms:

· A process whereby October 31st is targeted as the final day for the clearance or registers;

· A system to ensure that discharges are processed immediately upon verification of appropriate information.  All discharge documentation must be kept on file at the school;

· A system to ensure that admissions are conducted in accordance with chancellor’s Regulations;

· A process to establish and maintain a School Attendance Committee that meets at regular intervals.

· A procedure to ensure student lateness is appropriately noted and recorded.  Our plan includes:

· A plan to identify and track the names of all students who arrive late;

· Procedures to ensure that the appropriate changes are made to reflect accurate attendance for the day (absences changed to lateness);

· A plan to review patterns of lateness in order to develop methodologies to address the resolution of issues causing students to be late.
Our attendance incentives address student participation throughout the school year.  We specifically target the months that traditionally show decrease in student attendance.

· Student of the Month Award

· Drivers Education to be given to students who show consistent attendance.
· Leadership Team Certificate to students on a monthly basis that have 80% attendance.

· Parent Co-coordinator will send a message via school messenger system to congratulate parent and student on satisfactory attendance.

· South Richmond H.S. Main Building will reward student attendance on a weekly basis by allowing “Participation in Clubs” which consists of various activities on Friday afternoon.

· All High School sites have developed teams to participate in intramural competition in Basketball within our organization.  Team participation is based on attendance.

· Champs Program within District 75

· Our organization also has many options for students to go Least Restrictive in community schools or work-sites based on attendance.

The following outlines the procedures for recording and monitoring of student attendance at P25R.  Each role of the attendance staff is also outlined.

The procedures for recording daily attendance are as follows:

1. Each day all sites fax attendance sheets (RWCL) to the Main Office, with the exception of the Main Building.  The programs within the Main Building pick up their attendance sheets and return them completed.
2. Attendance Scan Sheets are bubbled and scanned. In the event of the schools scanner not working, we will bring our scan sheets to a neighbor school (PS6) to be scanned.
3. School Messenger is set up to call the homes of students that are absent that day.

4. If a student is absent more then 2 days a follow-up call is made to the home to find out more information as to why he/she is absent. A log is kept on file of these telephone calls and responses.
5. Prompt notification is made to the home by the use of letters, telephone calls and home visits.  Notations are noted on 407’s and office cards. Copies of letters are placed in the students Cumulative Record.

6. Attendance issues will be discussed by the Principal, AP’s and Attendance Teacher during the first week of school.

7. Paraprofessionals and staff will maintain an updated list of home telephone numbers and work numbers of parents.

8. Attendance Teacher will make home visits when necessary.

9. Parents are notified when a student leaves the school prior to dismissal time without permission.

10. 407’s are issued when a student is absent 10 consecutive, if the student is missing or when we are notified that a student is not returning for an unverified reason. 
11. Individual and group counseling by the attendance and guidance offices is offered.
12. Where necessary, programs or remediation are initiated to assist the students.

13. Referrals to appropriate agencies are made by attendance and guidance personnel.

14. Provision is made for enlisting the support of the Parent Coordinator and parents in improving attendance, e.g., PTA meetings, newsletter, special attendance bulletins, conferences.

15. The ATS system is utilized to quickly identify students with poor attendance/lateness patterns and to follow up on such cases via parent notification, counseling, etc.

16. At the orientation sessions held at the beginning of each school term, the teacher’s responsibilities in the area of student attendance are defined and discussed.

17. Procedures for dealing with absentees include:

a. Early identification of students with attendance and cutting problems.

b. Personal contact by teacher/attendance personnel, counselors and Parent Coordinator.

c. Home contact (phone, letter, visit) by teacher and attendance staff.

d. Parent interview

e. Meeting with other school personnel

f. Referral to outside agencies

g. Log of contact and activities by counselor and/or attendance personnel

h. Initiation of form 407.

III. 
ROLE OF ATTENDANCE PERSONNEL
Principal

a) Overall supervision of school’s attendance program.

b) Daily review of attendance statistics.

Assistant Principal/Organization

a) Supervise all discharges

b) Review all planning interviews.

c) Supervision of attendance coordinators, attendance teachers, and attendance office school aides.

d) Daily supervision off attendance functions at school.

e) Chair of attendance meetings.

f) Review and oversee the school attendance program in order to ensure that all procedures are being appropriately followed.

g) Supervision of Guidance Counselors and Related Service Personnel.

h) Confer with members of the attendance committee to facilitate the resolution of issues and problems related to the implementation of the attendance program

i) Review computer generated reports that reflect attendance statistics.

j) Reporting of education neglect cases.

k) Overseeing of all guidance intervention conferences relating to attendance, cutting and lateness.

l) Encourage teachers to prepare lessons which are exciting and which intrinsically motivate students to attend school class.

m) Discuss student attendance at faculty meeting.

n) Spot check classes to determine if there is compliance with the school’s attendance regulations, e.g. checking of attendance..

Attendance Committee (Cabinet)
Meets twice a month to:

1. Identify concerns

2. Develop ideas

3. Make recommendations and suggestions which would assist with school needs.

4. Develop short and long-range goals.

5. Review existing programs.

6. Discuss new programs.

7. Discuss incentives, awards, and procedures which would lead to improved attendance.

Counselors and Grade Advisors

1. Use daily data to monitor attendance.

2. Make home contacts

3. Refer students to Assistant Principal, Guidance for attendance problems

The Attendance Coordinator will:

Under the direction of the Assistant Principal, Pupil Personnel Services, be responsible for coordinating activities and supervising teachers and other staff members assigned to attendance functions.  His/her duties will be to:

1. Work with the administration in formulating an administration policy.

2. Direct teachers on the procedure for keeping accurate records and offering supportive service for attendance problems.

3. Supervise and instruct the staff who work in the office.

4. Interview parents and offer guidance and directions.

5. Interview the students and monitor guidance and attendance.

6. Coordinate activities with the guidance counselor to insure proper follow-up.

7. Make a parental contact through home visits, phone calls and school conferences.

8. Conduct student interviews.

9. Make recommendations for meeting the special needs of students.

10. Follow up special requests for investigations made by the staff members regarding certain students.

11. Review referrals and follow up 407 cases.

12. The 407 consecutive register report is run on a weekly basis which contains the updated information. 

13. Maintain the Long Term Absence (LTA) folders.

14. Visit the home and interview the parent or guardian of absentee referrals.

15. Work with community agencies, municipal agencies and the court system to facilitate improved attendance.

16. Work with students concerning the validation of absent/present claims.

The Attendance Office, under the direction of the Assistant Principal/Unit Coordinator will:

1. Answer phone calls and speak with parents regarding attendance, absence, change of address, etc., and make notations on student’s bio card.

2. Make phone calls regarding, absences and frequent lateness.

3. Collate computer absence sheets to be ready for daily attendance sheet.

4. Record lateness on computer scan sheet.

5. Change records and CIND form.

6. Monitor and update LTA attendance records.

Subject Class Teacher

The subject teacher’s attendance duties will be to:

1. Take attendance conspicuously every day in class. Question students privately regarding reasons for absence.

2. Remind students as to the importance of regular attendance.

3. Make requests to Assistant Principal-Supervision, counselors or Attendance Coordinator to interview student when attendance is negatively impacting student’s classroom performance.  

4. Call the homes of absent students to find the cause of the absence.

5. Prepare interesting lessons which serve as a magnet to draw students to school and to their classes.

6. Refer students with poor attendance to the attendance office or to the guidance staff.

7. Make very clear to all students that good attendance leads to academic achievement

8. Never imply that student is going to fail anyway, so there is no use bothering to come to class anymore.

9. Schedule quizzes, tests and special class projects for Mondays and Fridays, the two peak days of absence.

Dean of Student Lateness and Cutting will:    

1. Identify chronic late students

2. Call students on list of habitual violators

3. Call for individual conferences with student and /or present.

Parents will be responsible for:

1. Making certain that students attend school on a regular basis.

2. Providing a quiet, well-lit place where students can work at home.

3. Articulating with school through the guidance counselors and teachers any concerns they have about their child’s academic achievement, socialization and attendance.

Security Staff will:

1. Clear the halls assuring all students arrive to their classes.

2. Interact with the guidance staff re: student problems they encounter on their patrol

3. Refer immediately any disciplinary problems for the deans.

Students will:

1. Make every effort to arrive at school each day on time and fully prepared.

Attendance Pupil Accounting Secretary
a) Submit class attendance on a daily basis

b) Coordinate collection of daily attendance sheets.

c) Run register reports daily and monthly.

d) Attend ATS meetings relating to attendance procedures.

e) Inform parents of dates of absences, lateness’s and cuts when parents call school.
f) Submit absence corrections for all students daily.

g) Generate statistics on a daily basis for outreach purposes.

h) Interclass transfers

i) Biographical Changes

j) PAR, October 31 Class Audit

k) Analysis of Register
l) Discharges students.

m) Follow up on students who transfer to other schools.

n) Scan attendance sheets

o) Enter interclass changes, admissions, discharges on attendance cards.

p) Enter absentee notes in ATS and keep on file in Cumulative Record.

q) Enter attendance on attendance cards.

r) Assist with scanning

s) Input “407” information onto computer. Closes “407”’s on the computer.

Family Assistants/School Aides
a) The family paraprofessional will scan the daily attendance each day.  In the event that scanning can not take place at P25R, PS6 will be designated as an emergency scanning site.  If attendance sheets can not be printed, ATS will be notified and a request will be made to have the sheets re-routed to the emergency site.

b) Call students with excessive absences.

c) Counsel students on the importance of staying in school.

d) Coordinate with the Attendance Teacher and PAS to insure that students who are excessively absent from school or class or potential attendance problems are counseled and motivated to come to school.
e) Monitor students who have existing attendance problems.

f) Enter attendance on the attendance cards.
IV. FORM 407 TRACKING SYSTEM

1. At the outset of the new term, after the first five days, an initial group of truants is ascertained through the Clearance of Register information received from ATS.  Telephone contact, letters and home visits are made to determine the reasons for absences (illness, death in family, court appearances, etc.)  If closure is not possible, information should be attached to or recorded on the 407 report when it is generated.
2. 407’s are generated on the 10th day of school and then once a week to identify students who have 10 consecutive absences.  Phone calls and home visits are conducted.  Counseling and guidance counselors, social worker or family assistant is provided where needed.  As the term progresses, 407’s are generated students who have 20 aggregate days absent.  Attendance outreach is also provided for those students to try and reduce their absenteeism.
3. The Attendance Teacher, guidance Counselor or Family Assistants intake of data, i.e., familial situation through observations and/or home contact.

4. Information is shared with staff for assistance towards closing cases, when appropriate.

5. Counselors, social workers and attendance personnel on a continuing basis conduct informal conferences.

A. Follow-Up Program For Absentee Students:

Schedule of Progressive Intervention for Absences

TIME FRAME



WHO



ACTIVITY

	DAILY PROCEDURES
	Teachers

Family Assistants

Attendance Coordinators
	1. Class teacher records attendance in class attendance book. Call parent/guardian after second day of absence.

2.    If parent cannot be                                                                                 reached, call other persons 

telephone numbers available at school, i.e.  relatives, employers, friends, etc.

3.    School Messenger


	3 DAYS ABSENT

	Attendance Coordinators 

Attendance Teachers   

PAS                   
	1.  Phone calls to parent. 

2. School Messenger

3. Letters to parents if phone   

     calls are unsuccessful



	5 DAYS ABSENT


	Attendance Coordinators
Attendance Teacher

Family Assistants

 
	1. Guidance counselors are   notified

2. Phone calls by guidance  

    Counselor
3. School Messenger



	8 DAYS ABSENT
	Attendance Coordinators

Attendance Teacher                              

Related Service Providers                 

Guidance counselors 
Family Assistants                                         
	1. Guidance counselors are      

    notified

2. Phone calls by guidance  

    Counselor

3. School Messenger

4.Staff is consulted regarding status of students



	
	
	


       Schedule of Progressive Intervention for Absences
TIME FRAME



WHO



ACTIVITY

	
	
	

	10 DAYS ABSENT

	Attendance Coordinators 

Attendance Teachers   

PAS                   
	1.  Attendance letter #1 sent   

     home to parent/guardian. 

2. Begin home visits of 

    students who have not 

    responded to other 

    interventions.
3. Continue phone calls.
4. A  407 is generated after 10 

    consecutive absences.



	12 DAYS ABSENT


	Attendance Coordinators

Attendance Teacher

Family Assistants

 
	1. Continue home visits and 

     telephone calls. 


	15 DAYS ABSENT
	Attendance Coordinators

Attendance Teacher                              

Related Service Providers                 

Guidance counselors 


	1. Conference scheduled.
2. Attendance Letter #2 to parent

3. Investigate possibility of filing education neglect.

	20 DAYS ABSENT
	Attendance Coordinators

Attendance Teacher                              

Related Service
	1. Conference scheduled
2. Removed from class and placed on LTA

3. Consider informing ACS


*20 aggregate absences generate a 407 on a student

NOTE: All results of intervention, i.e. persons contacted, letters sent or home visits made are logged onto the 40-week attendance card and the 407 report.

B. Schedule of Progressive Intervention For LTA and “Over” 17” Discharges 
TIME FRAME



WHO



ACTIVITY

	First day of month after       period that student has not attended one day.                               


	Attendance Coordinator 

Attendance Teacher    

Family Assistants 

Program Office                                                                                                   
	1. Student is removed from 

    present homerooms and    

    placed in the LTA .

2. Student records are reviewed for reason for absence, outreach effort and 407.
3. Additional outreach methods are implemented in an effort to return the student to an educational setting.  Strategies include phone calls, letters and home visits.



	Within one month                      

after the student became         

an LTA and after the school                                                               

completed all efforts to return

student to an educational setting


	Attendance Coordinators

Family Assistants                                             
	Phone call to the home and letter#1 sent

	Within 10 days of Letter #1 being  sent out                                                                             


	Guidance Counselor 

Attendance Teacher   
	Planning Interview/ Guidance meeting held



	10 days after Letter #1 being   sent out              

(No response from parent)                   


	Attendance Coordinators

 Attendance Teacher   

Family Assistants                 
	Phone call to the home
Letter #2 sent

	Post-discharge                                                   


	Attendance Team  

  Transition   
Linkage  Coordinator       
	Continued intervention 

with students informing 

them of alternative educational sites and GED fairs. Provide

Counseling and referrals.


C  Schedule of Progressive Intervention for High Risk Populations 
TIME FRAME



WHO



ACTIVITY

	Daily  
	Guidance Counselor     
Attendance Teachers             

 Family Workers  
 Attendance Teachers  

  Family Workers      

    Parent Coordinator                                   
	Provides prompt to students in need of help as soon as the need is suspected Interview and follow on the progress of 

 returning LTA’s Chronic

absentees and suspension case.

Maintain parental communication by telephone letter and case conference format.
                                                                                                       Maintain progress of “at-risk” students i.e., daily attendance records, review report cards and referrals to deans.

Interview returning LTA’s and arrange for satisfactory alternative placement, if                                                    required.

Investigate unexplained absences through phone calls, letters or home visits.

Establish a personal link with the home to create                                                                                                     ongoing relationships between the school and home.

Maintain close contact with parents of students




                                    LATENESS AND IN - SCHOOL TRUANCY PROCEDURES 
                                                                   Lateness procedures 
1. Attendance sheets are reviewed on a weekly basis by attendance staff to identify students who are late to school.

2. Student’s attendance is changed from absent to late. Attendance reversals are done daily on ATS.

3. The guidance counselor interviews students with a pattern of lateness and, if necessary, schedules a conference with parents to discuss strategies to alleviate the problem. 

4. Additional cases of truancy received from classroom teachers, outside agencies, etc, are acted upon request.

                                     Community Involvement will include
1. Disbursing information to community via flyers and newsletters apprising them of positive happenings in school.

2. Working closely with the community agencies that deal with parents and families to assure equal opportunities for services and that information is provided in appropriate languages.  

V.             RE-ENTRY PROGRAM 
Students returning after an extended absence will be re-admitted to school with a parent or guardian.

Each student will meet with the AP to have an interview. Appropriate staff members, i.e., counselor, attendance teacher, school social worker will also attend conference.

If applicable, contacts and referrals will be made with outside agencies at this time.

Students will receive a “Daily Attendance Sheet” to have signed by each teacher until a regular pattern of attendance is established.

Conference with students and parents will be ongoing

VI. PLANNING INTERVIEW 
Counselors will review data to determine which students are fifth year students (over-age and under credit) and LTA students to set up planning interview conferences. Tuesday and Thursday are designated as planning interview conference days. Counselors will call student and parent to schedule times for planning interviews. Conferences are to be held to explore options available to continue student’s education. Appropriate documentation will be filed. If student is returning to school the student will be readmitted and a program will be made for student. No student will be discharged without approval from the Regional office.

VII.       EVALUATION AND REVIEW 
Student attendance will be reviewed on a daily basis. The attendance staff will review statistical and non-statistical reports observation - counselor input and comparative analysis, The PAR will be reviewed monthly. The 407 School Summary Report will be reviewed on a weekly basis, as well the monthly total of forms issued and closed. Students who are excessively absent will be identified and contact with students and parents will be made. Data will be reviewed with members of the attendance committee. This data will include the following ATS reports;

RCUA – Cumulative Absent/Late Report       

RNOC – Unscanned Official Class Report     RPUR  - Unscanned/Missing Scan Sheet Report
RSAL   - School Attendance List Report        RRAI  -  Students Missing Retro Attendance

R4RR   - 407 Register Report                          R4SS   -  407 Summary Report

RPAR   - Period Attendance Report                ROCR  - Official Class Register Report

RDAL   - Daily Absent/Late Report  
VIII.               INCENTIVE PROGRAMS 
Recognizing students for achieving perfect attendance is an integral part of our Attendance Plan. 

We use the following incentives: 

1. Student of the Month Breakfast

2. Attendance bulletin board

3. Pictures on bulletin board

4. Letters to parents

5. Certificates to reward good attendance

6. Tickets to events at the high school

7. Tickets to major sport events

8. Dinners and assemblies that honor students who have drastically improved attendance

Students who have shown a marked improvement in their attendance are also rewarded with certificates.
IX. INTEGRATION OFSERVICES 
Coordinated efforts between the guidance office and the attendance team will include:   

. Classroom visits to discuss good attendance practices.

. Attendance outreach by Attendance Teacher/Family Worker
There are two AIDP Programs presently in the school. Each of these programs will focus on students who have been identified as having attendance problems. Incorporated into these programs are activities that are aimed at improving attendance.

X. ATTENDANCE PERSONNEL 
Principal – James McKeon

 School Aide – Theresa Morelli
Ass’t Prin.– Chris Restivo          
 Parent Coordinator – Michele Giacalone
Ass’t Prin. – Luke Timmins                Teacher – Cathleen Harada
Ass’t Prin. – Stella Porto                  
 Ass’t Prin – Anthony Casella   
PAS– Helene Puglisi                           Attendance Teacher – Pat Tanzi 
 
School Aide – Loretta Buono              
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