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Policy 5100 
 

STUDENT ATTENDANCE 
 
The Potsdam Central School Board of Education recognizes that regular school 

attendance is a major component of academic success. Through implementation of this policy, 
the Board expects to meet the following objectives: 

• 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 
• confirm that students are meeting compulsory attendance requirements 
• know the whereabouts of every students for safety and managements reasons 
• provide data to develop interventions to help close the gap in student performance, given 

the high correlation between attendance and achievement 
• determine the district’s average daily attendance for state aid purposes 

 
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 made available on the 
district’s website.  The policy will be reviewed with students at the start of the school 
year.  

 
• A plain language summary of this policy will be included in the district calendar, which 

is mailed to families prior to the start of the school year.   
 

• When a student is absent, tardy, or leaves early from class or school without excuse, 
designated staff member(s) will notify the student’s parent(s) by phone.  Progress reports 
and report cards will also include a summary of students’ attendance record.  Parents will 
also be able to view their child’s attendance record through the student management 
system parent portal. 
 

• School newsletters and publications will include periodic reminders of the components of 
this policy. 
 

• The district will provide a copy of the attendance policy and any amendments thereto to 
faculty and staff.  New staff will receive a copy upon their employment. 
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• 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. 
 

• The district will share this policy with local Child Protective Services (CPS) to ensure a 
common understanding of excused and unexcused ATED’s and to work toward 
identifying and addressing cases of educational neglect. 

 
 
Excused Absences 
 

A full or part day absence is considered excused for the following reasons: 

• Personal illness 
• Illness or death in the family 
• Religious observance 
• Funeral 
• Required court appearance 
• Quarantine 
• Medical or dental appointment 
• Approved college visits 
• Military obligations 
• Approved cooperative work programs 
• Approved school programs, classes, trips, assemblies, or events. 
• Impassable roads/inclement weather 
• Bus tardiness 

 

Unexcused Absences 

 Absences not mentioned above will be interpreted as unexcused.  Examples of unexcused 
absences include, but are not limited to: 

• Truancy (parent expects the student to be in school) 
• Work 
• Vacation, visiting, family trips, traveling out of town, shopping 
• Needed at home, caring for baby, personal family business, helping at home, etc. 
• Oversleeping 
• Missing a ride 
• Appointment other than medical or legal 
• Sporting competitions, music lessons or performances that are not school-sponsored 
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 All ATEDs must be accounted for.  It is the parent’s responsibility to provide an excuse 
upon the student’s return to school.  Parents may send in a written note, call the school or email 
the principal, nurse, or attendance officer of the reason for the absence. 
 

General Procedures/Data Collection 

 
• Attendance will be taken during each class period.  Students who are present in 

school but absent from class will be referred to the building principal as a possible 
discipline referral. 

 
• The nature of an ATED shall be coded on a student’s record.  If the parent does not 

provide a written or verbal excuse, the ATED will be coded as unexcused until such time 
that an excuse is provided. 

 
• 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. Notice of such a 
change will be sent to appropriate school personnel subject to applicable confidentiality 
rules. 

 
• A record shall be kept of each scheduled day of instruction during which the school is 

closed for all or part of the day because of extraordinary circumstances including adverse 
weather conditions, impairment of heating facilities, insufficiency of water supply, 
shortage of fuel, destruction of or damage to a school building, or such other cause as 
may be found satisfactory to the Commissioner of Education.  
 

• Attendance records shall also indicate the date when a student withdraws from enrollment 
or is dropped from enrollment in accordance with Education law Section 3202(1-a). 

 
• Attendance data will be analyzed periodically to identify patterns or trends in student 

absences. 
 

Continuous monitoring will be conducted to identify students who are absent, tardy, or leave 
class or school early. 

 
Attendance Incentives 
 

The district will design and implement systems to acknowledge a student’s efforts to 
maintain or improve school attendance. For example: 
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• At the end of the school year, any student who has missed no more than one day of 
school, with the exception of preapproved educational trips or three days of tardiness is 
determined to have excellence in attendance and will receive a certificate.  At the senior 
banquet, seniors who have had one year or more of perfect attendance are also 
recognized.  Such incentives should not be construed to encourage students to come to 
school when ill.  During widespread sickness the District may revise its incentive 
procedures to discourage attendance of ill students. 

 
• At the building and classroom levels, building principals and teachers are encouraged to 

schedule special events (quizzes, game days, debates, etc.) for days of chronically high 
absenteeism, like Mondays and Fridays. 

 
• At the classroom levels, teachers are encouraged to assign special responsibilities 

(distribute and collect materials, lead groups, assist the teacher, etc.) to students who may 
need extra motivation to come to school. 

 

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 in-school suspension. Students 
may also be denied the privilege of participating in or attending extracurricular events. Students 
must not miss more than two hours during the school day to be eligible to participate in 
extracurricular or athletic activities that day.  Friday’s attendance determines eligibility for the 
weekend.  Rare exceptions may be granted by the administration in response to circumstances 
beyond students’ control. 

 

In addition, designated staff member(s) will contact the student’s parents and the 
student’s guidance counselor. 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 appropriate intervention strategies to correct the situation. 

The designated staff member will also contact local Child Protective Services (CPS) if 
they suspect that the child is being educationally neglected.  The designated staff member will 
provide CPS with the information necessary to initiate a report.  If other staff members suspect 
education neglect, they must follow the procedures outlined in Board policy and regulation 5460, 
Child Abuse in a Domestic Setting, and advise the building principal. 
 
Intervention Strategy Process  
 

• In order to effectively intervene when an identified pattern of unexcused absences, 
tardiness or early departures occur, designated District personnel will pursue the 
following:  
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• Identify specific element(s) of the pattern (e.g., grade level, building, time frame, type of 

unexcused absences, tardiness or early departures).  
 
• Contact the District staff most closely associated with the element. In specific cases 

where the pattern involves an individual student, the student and parent/person in parental 
relation will be contacted.  

 
• Discuss strategies to directly intervene with specific element.  

 
• Recommend intervention to Superintendent or his/her designee if it relates to change in 

District policy or procedure.  
 
• Implement changes, as approved by appropriate administration.  
 
• Utilize appropriate District and/or community resources to address and help remediate 

student unexcused absences, tardiness or early departures.  
 

Attendance/Grade Policy 
 
 Per the district’s Homework and Grading Policy (4710), attendance will not be 
considered in grade determination unless otherwise regulated by State Education Department 
guidelines or college level expectations.  For example, students are required to participate in 
mandated science labs in order to receive course credit.  Students who take courses for college 
credit will be required to adhere to the attendance expectations of those institutions. 
  

Students are expected to attend all scheduled classes.  Students who are absent are 
expected to arrange with their teachers to make up any work missed.  Students who fail to make 
up assigned work may be assigned appropriate disciplinary consequences, including after school 
detention and/or in-school suspension so that they may complete their work.  Students will not be 
denied course credit for accruing a given number of absences.  Rather, they will receive the 
grade calculated based on summative assessments per the Homework and Grading Policy (4710).   
 

To ensure that parents and students are aware of the importance of good attendance, the 
teacher or other designated staff member(s) will advise the student and contact the parent(s) by 
telephone and mail at appropriate intervals. 
 
Annual Review 
 

The Board shall annually review building-level student attendance records and, if such 
records show a decline in student attendance, the Board shall revise this comprehensive 
attendance policy and make any revisions to the plan it deems necessary to improve student 
attendance. 
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Cross-ref:  
 
1741 Relations with "Home Schools  
4321 Programs for Students with Disabilities 
4327 Homebound Instruction  
4710 Grading & Homework 
5130 Compulsory Attendance Ages 
5161 Truancy and Tardiness 
 
 
Ref: Education Law §§1709; 3024; 3025; 3202; 3205-3213; 3225 

  8 NYCRR §§104.1; 175.6 
 
 
Adoption date: May 11, 2010  
 
 


