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STUDENT ATTENDANCE 
 

The Board of Education recognizes that regular school attendance is a major component 
of academic success. Through implementation of this policy, the Board of Education expects to 
reduce the current level of unexcused absences, tardiness, and early departures (referred to in this 
policy as “ATEDs”), encourage full attendance by all students, maintain an adequate attendance 
recordkeeping system, identify patterns of student ATEDs and develop effective intervention 
strategies to improve school attendance. 
 
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, teachers and administrators are notified of and 
understand this policy, the following procedures shall be implemented. 
 
• The attendance policy will be included in student handbooks and will be reviewed with 

students at the start of the school year.  
• Parents will receive a plain language summary of this policy by mail at the start of the school 

year.  Parents will be asked to sign and return a statement indicating that they have read and 
understand the policy. 

• When a student is absent, tardy, or leaves early from class or school without excuse, clerical 
aides in the main office will notify the student’s parents by phone and/or mail of the specific 
ATED.  Clerical aides, guidance staff and administration will remind the parents of the 
attendance policy, and review intervention procedures with them. 

• At the orientation meetings held each year and at the first PTSA meeting of each year, the 
attendance policy will be disseminated and discussed. 

• The attendance policy will be posted on the Seaford UFSD web site. 
• School newsletters and publications will include periodic reminders of the components of 

this policy. 
• The district will provide a copy of this policy, including exhibits, to faculty and staff.  New 

members of the staff will receive a copy upon their employment.  All faculty and staff will 
meet at the beginning of each school year to review the attendance policy to clarify 
individual roles in its implementation. 

• Copies of this policy will also be made available to any community member, upon request. 
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Excused and Unexcused Absences 
 
 Excused ATEDs are defined as absences, tardiness, and early departures from class or 
school due to personal illness, illness or death in the family, doctor’s appointment, bus lateness, 
impassable roads or weather, religious observance, quarantine, required court appearances, 
attendance at health clinics, approved college visits, approved cooperative work-study programs, 
rotating in-school music lessons, school sponsored field trips, conferences with school personnel, 
and military obligations.  
 
 All other ATEDs are considered unexcused absences.  
 
 Staff must account for all ATED.  It is the parent’s responsibility to notify the school 
office within at least 24 hours of the ATED and to provide a written excuse upon the student’s 
return to school. 
 
General Procedures/Data Collection 
 
• The classroom teacher will take attendance during each class period. 
• Student ATED data shall be available to and should be reviewed by the designated school 

personnel in an expeditious manner. 
• Where additional information is received that requires corrections to be made to a student’s 

attendance records, such correction will be made immediately in Infinite Campus by the 
attendance secretary and made available to the appropriate school personnel. 

• Attendance data will be analyzed periodically by the administration and guidance staff to 
identify patterns or trends in student absences. 

• When 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 the students to the 
Building Principal. 

• The staff will be sensitive to changes in student behavior and/or attendance patterns and 
make referrals to the appropriate staff. 

 
Attendance Incentives 
 
• Students who achieve perfect attendance will be recognized at the conclusion of the school 

year. 
• High School students will receive benefits from the Renaissance program for achieving high 

attendance. 
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Disciplinary Consequences 
 

Unexcused ATEDs will result in disciplinary action consistent with the district’s code of 
conduct.  Those penalties may include, for example, detention or suspension. Students may also 
be denied the privilege of participating in or attending extracurricular events in accordance with 
the district’s procedures on academic eligibility and the privileges denied listing. 

 
In addition, teachers and guidance counselors will contact the student’s parents. Such 

staff member(s) shall remind parents of the attendance policy, explain the ramifications of 
unexcused ATEDs, stress the importance of class attendance and discuss/implement appropriate 
intervention strategies to correct the situation (see Exhibit 5100-E.1). 
 
Attendance/Grade Policy 
 

The Board of Education recognizes an important relationship between class attendance 
and student performance. Students are expected to attend all scheduled classes.  Consistent with 
the importance of classroom participation, unexcused ATEDs will affect a student’s class work 
grade for the marking period.  The total number of excused and unexcused absences will be 
recorded on the individual class attendance form (see Exhibit 5100-E.2).  Consequently, each 
marking period a student’s final grade will be based on class work as well as student 
performance on homework, exams, papers, projects, etc. 
 
 At the secondary school level, any student with nine (9) ATEDs for a half-year course or 
eighteen (18) ATEDs for a full year course shall not receive credit for that course regardless of 
whether or not the absences are excused or unexcused.  However, attendance at a school 
sponsored activity does not count as an absence toward the denial of credit, provided that the 
class work is made up to the satisfaction of the teacher.  School sponsored activities shall 
include, but are not limited to, scheduled music lessons, filed trips, home tutoring, school 
suspensions (both in and out), and contacts initiated by an appointment with a school employee 
(i.e., guidance counselor, nurse, administrator, etc.).   
 A documented medical condition from a physician which is on file with the district may 
be considered for the basis of an appeal.  The district reserves the right to have its doctor contact 
any/all medical providers who issue medical documentation. 
 
 Upon reaching the requisite number of days, as indicated, the student will be denied 
credit for that class. 
 

To ensure that parents and students are aware of the implications of this minimum 
attendance requirement, the teacher, guidance counselor or administrator will advise the student 
and contact the parent(s) by telephone and mail at appropriate intervals prior to the student 
reaching nine (9) or eighteen (18) unexcused ATEDs. 
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 In implementing the policy set forth above, students who are unable to attend school or a 
class on a given day due to their participation in a school-sponsored activity (i.e., music lessons, 
field trips), may arrange with their teachers to make up any work missed. This also applies to any 
student who is absent, tardy or leaves early from school or a class due to illness or any other 
excused reason. 
 

All students with an excused ATED are expected upon their return to consult with their 
teachers regarding missed work. 

 
Only those students with excused ATEDs will be given the opportunity to make up a test 

or other missed work and/or turn in a late assignment for inclusion in their final grade.  Make up 
opportunities must be completed by a date specified by the student’s teacher for the class in 
question.  Students with excused ATEDs will receive a zero on any quiz, test or exam missed 
and no credit for any assignment missed.  The work may be counted towards a student’s grade 
only, and not towards eligibility for course credit. 
 
Appeals Process 
  
 Parents/staff members may file a written appeal of a denial of credit determination within 
15 business days of the denial of credit letters being sent via US mail. An appeals committee 
consisting of a guidance counselor, teacher, and assistant principal will review appeals for denial 
of credit.  The committee will render a decision and then inform the parents via mail.  The 
parents may then appeal that decision within five business days of the original letters being sent 
via US mail.  They should send to the building principal a written letter and any new supporting 
documentation they can provide.  The principal will then render his/her decision and then inform 
the parents via mail. 
Annual Review 
 

The Board of Education shall annually review building-level student attendance records 
and, if such records show a decline in student attendance, the Board of Education shall revise this 
comprehensive attendance policy and make any revisions to the plan it deems necessary to 
improve student attendance. 
 
Ref: Education Law §§1709; 3024; 3025; 3202; 3205-3213; 3225 
 8 NYCRR §§104.1; 175.6 
 
Adoption date:  July 3, 2008 
Revised:  May 7, 2009 
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ATTENDANCE EXHIBIT – COURSE CREDIT 

 
1. Building Attendance 
 

Elementary schools’ attendance must be taken during each change of teaching staff.  
Middle School and High School attendance must be taken during Homeroom and during 
each class period. 

 
2. Individual Class Attendance (Secondary) - 4 Step Policy  

 
A–D applies to one-semester courses.       E-H applies to full-year courses. 
     (9 absences)    (18 absences) 
 
A. 1-3 absences E. 1-6 absences 
B. 4-5 absences F. 7-11 absences 
C. 6-8 absences G. 12-17 absences 
D. 9 absences H. 18 absences 
 
A or E 1.  
  The teacher will inform the student and contact the parent. 
B or F 2.  
  The counselor will meet with the student and contact the parent. 
C or G 3.  
  Administration will meet with the student and contact the parent. 
D or H 4.  
  A DCA letter will be mailed home and copied to the counselors and 

teachers.  
 

3. Lateness to Class 
 

A student who misses 20 or more minutes of a class for any reason other than a school 
sponsored activity is considered truant for that class.  A student who misses less than 20 
minutes of a class for any reason other than a school sponsored activity will be assessed a 
late for that class, which is the equivalent of one-half an absence. 
 

Adoption date:  July 3, 2008 
Revised:  May 7, 2009 
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ATTENDANCE EXHIBIT - INDIVIDUAL CLASS ATTENDANCE FORM 
 

Seaford High School 
Individual Class Attendance Form 

 
Full Year Course 

 
Student Name         Home Phone     
Grade          Work Phone     
Street Address           
Town      Zip Code    Teacher     
Course Title    Period     Guidance Counselor     
 

Date of Absence Excused Unexcused Assignments Completed Date Teacher Informed Student 
1.     
2.     
3.     
4.     
5.     
6.     

Date teacher contacted parent for unexcused absence 
REMARKS 
 

Date of Absence Excused Unexcused Assignments Completed Date Teacher Informed Student 
7.     
8.     
9.     
10.     
11.     
12.     

Date teacher forwarded copy of this form to guidance counselor 
Date counselor met with student 
Date copy of letter sent to parents  
Date parent and student met with the high school administration. 
REMARKS 
 

Date of Absence Excused Unexcused Assignments Completed Date Teacher Informed Student 
13.     
14.     
15.     
16.     
17.     
18.     

Date teacher forwarded copy of this form to guidance counselor 
Date teacher met with student 
REMARKS 
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ATTENDANCE EXHIBIT - INDIVIDUAL CLASS ATTENDANCE FORM 
 

Seaford High School 
Individual Class Attendance Form 

 
One Semester Course 

 
Student Name         Home Phone     
Grade          Work Phone     
Street Address           
Town      Zip Code    Teacher     
Course Title    Period     Guidance Counselor     
 
 FALL   SPRING (Circle One) 
 

Date of Absence Excused Unexcused Assignments Completed Date Teacher Informed Student 
1.     
2.     
3.     

Date teacher contacted parent for unexcused absence 
REMARKS 
 
 

Date of Absence Excused Unexcused Assignments Completed Date Teacher Informed Student 
4.     
5.     
6.     

Date teacher forwarded copy of this form to guidance counselor 
Date counselor met with student 
Date copy of letter sent to parents  
Date parent and student met with the high school administration. 
REMARKS 
 
 

Date of Absence Excused Unexcused Assignments Completed Date Teacher Informed Student 
7.     
8.     
9.     

Date teacher forwarded copy of this form to guidance counselor 
Date teacher met with student 
REMARKS 
 
 
Adoption date:  July 3, 2008 
Revised:  May 7, 2009 
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ATTENDANCE EXHIBIT – ABSENCES CODES 

 
 The following codes will be used to designate excused absences on the attendance card. 
 

Reason for Absence       Code 
 
Sickness        S 
 
Sickness or death in immediate family (the latter usually no  F 
  more than 5 days) 
 
Impassable roads or weather making travel unsafe   R 
 
Religious observance       O 
 
Quarantine        Q 
 
Court appearance       C 
 
Music lessons        M 
 
Doctor’s appointment       H 
 
College interview or visitation (for seniors)    I 
 
Appointment with school personnel     A 
 
Bus lateness        B 

 
The following codes will be used to designate unexcused absences on the attendance 
card: 

 
Reason for Absence       Code 
 
Cut         CU 
 
Vacation        VA 
 
Truancy        TR 
 
Truancy/Late        TL 

 
Adoption date:  July 3, 2008 
Revised:  May 7, 2009 




