
ATTENDANCE PROCEDURES FOR 

2013-2014 SCHOOL YEAR
· A note must be turned in within two days of your child’s absence or it will be marked unexcused.

· The note must have your child’s first and last name, date of absence, reason for the absence and signed by the parent/guardian.  The note must be legible.
· A phone message will not take the place of a note.

· Early dismissal for your child will require a note with their first and last name, time the child is to be picked up, not the appointment time, and reason for leaving.
· No student will be sent for after 3:40 unless a note has previously been submitted.

· Please note that if you are late in picking up your child, he/she will only be allowed to wait for 10 minutes and then will be sent back to class.
· Leaving early or arriving late to school for a medical appointment with a medical note from the doctor’s office will be marked as medical; If a note from the parent is turned in it will be marked excused.

· Please bring a note signed by the parent/guardian before a religious holiday to have the absence excused.

· Parent/guardian will need to show proof of identity.

· When sending someone else to pick up student, please include this in the note or make sure that their name is on the emergency card.  If the name is not listed the child will not be released to them.
· If you receive a call that your child was marked absent during the day, you will need to contact the teacher for that period by email to see if the absence was marked in error.  If so, the teacher will contact me know and the absence will be adjusted accordingly.

· All notes should be turned into the attendance office by 8:50.

· Any questions, please contact Nicole Pack at 281-634-6501.
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