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SPRINGFIELD PUBLIC SCHOOLS
ATTENDANCE POLICY

Regular attendance in all classesis essential to the achievement of the Springfield Public
Schools District Priorities by helping to establish safe, nurturing and respectful working
and learning environments and improving academic achievement for 21% century
success. Regular school attendance islinked to higher graduation rates and lower drop
out rates. Students are expected to be in attendance every day of the school year.
Parents/guardians have a legal responsibility to ensure that their child isin attendance
each day school isin session. Attendance shall be taken daily in every class of each
school and parents/guardians shall be notified regularly of their child’s absence from
school.



STATE LAWSREGARDING ATTENDANCE

The Commonwealth of Massachusetts states that parents are required to ensure children
between the ages of 6 to 16 attend school. The following state laws outline the
responsibilities of parents, guardians, and other responsible adults to monitor and prevent
children’ s absence from school.

e Parents/guardians must provide the school with accurate contact information and
must inform the school regarding the date and reason for a child’ s absence, using
a specific phone number the school must provide. Educational professionals must
report to the Department of Child and Family Servicestheir belief that achild is
suffering physical or emotional harm from abuse or neglect. Supervisors of
Attendance may apprehend truants without a warrant and return them to school by
bus.

e Adults who unlawfully keep children out of school must pay fines and other
penalties. The Home/School Attendance Specialist may apply for aCHINS
petition for atruant. Families (including teen parents) who receive benefits under
Transitional Aid to Families with Dependent Children are subject to specific
attendance requirements.



GENERAL INFORMATION REGARDING ATTENDANCE

The Home/School Attendance Specialist

The Home/School Attendance Specialist will support schools in addressing attendance in
all schoolsin the prevention and intervention for chronic truants. The specialist will
communicate with the parent/guardian by telephone calls through the attendance hotline
or other referrals and may go on location to intervene to support the student’ s return to
school. As necessary, the specialist will respond to community concerns regarding
attendance and related issues and, in some instances, may accompany certified personnel
to escort students back to school or to the Assessment Center.

How Attendance Relates to the MCA S (M assachusetts Comprehensive Assessment
System)

e Students must take and meet the competency determination for the 10" grade
English Language Arts, Math and Science MCAS to receive a high school
diploma

e |f astudent has not met the competency determination for MCAS by the time
he/sheis otherwise eligible to graduate, he/she must file an appeal in order to
receive a diploma.

e Inaccordance with No Child Left Behind (NCLB), all schools are expected to
maintain 92% or higher average daily student attendance in order to make
Adequate Y early Progress (AY P).

To bedigibleto filean MCAS appeal,
1. A student must have a 95% attendance rate for both 11" and 12" grade
years* and
2. The student must satisfactorily attend and participate in MCAS prep
classes (students must have a 66% participation rate in the prep classes
or in tutoring) and
3. The student must take the MCAS three (3) times*

To receive a State Endorsed Certificate of Attainment
1. Students must meet the state attendance requirements (#1 above).

* Student/school may submit evidence of extenuating circumstances



HIGH SCHOOLS

Absences

A student who has enrolled in a class is expected to be present each time the courseisin
session. A student in the Springfield Public School system cannot be absent more than
14 sessionsin afull year course (or 7 double block sessionsin a half-year, semester
course) or he/she will receive no credit for the course pending appeal. After the 14"
session of absencein afull year course (or 7" absence in a half-year course), the student
must file an appeal to receive credit. The grades will be reported on hig/her report card as
“No Credit” pending appeal (NC). All courseswill show “NC” for the current report
card. Any student who accumulates more than 14 absences during the academic year will
be ineligible to move successfully from one grade to the next unless there are validated
extenuating circumstances and a successful appeal. If not the NC is not successfully
appealed, the NC will revert to an FA (Failure due to Attendance).

Approved Absences

An approved absence is necessary to appeal agrade of NC. An approved absence occurs
when a student is absent for alegitimate, acceptable reason and is able to provide
adequate written documentation (a note from a parent/guardian explaining the reason for
the absence) within 3 days of when he/she returns to school. Students will be marked
absent, administratively, until the expiration of the 3 days and then will be marked
truant if a note has not been received by the school. *VVacations and non-emer gency
travel are not approved absences.

e Approved absences including the following:
Student illness

Medical appointment for the student
Death in the family

Observance of areligious holiday
Court appearance for the student

agbrwdNE

A formal doctor’ s note, a copy of the obituaries or verification of religious affiliation
after 4 consecutive absences may be requested by the principal. The note must include
the date absent, the reason for the absence, a phone number where a parent or guardian
can be reached, and the parent or guardian’s signature. Should a school official become
aware that written documentation for any absence(s) has been fabricated, the absence(s)
will not qualify as*“approved” and will not count for the purpose of filing an appeal
However, a parent’s note will not negate the necessity of filing an attendance appeal
beyond the 7th semester absence or the 14" full year absence.



Truanc

e A student istruant when he/she is absent without approval.

e A student istruant if he/sheis absent for an unacceptable reason (one not listed
above).

e A student who is truant will not be able to file an appeal for days missed due to
truancy.

e A parent’s note cannot excuse truancy, if the absence does not meet the criteria of
an approved absence.

e A student who is truant will be required to make up missed class work and may
receive alower grade

Tardiness and Dismissal

A student who is not in his/her classroom at the start of the classistardy. A student
entering the classroom after one-half of the period will be considered absent from that
class, unless he/she has a verified pass from ateacher, counselor, nurse or assistant
principal. If astudent leaves school before half of the academic day has passed then that
student will be marked absent from school that day.

Suspensions
Days out of school due to external suspensions are absences that do not count towards a

lack of academic credit. Students who are absent due to external suspensionswill be
expected to make up missed assignments, homework and tests.

Chronic lllness

We are aware that some students suffer from chronic ilinesses. Should the student present
with appropriate medical documentation to document the absences, such student will be
required to complete the coursework necessary to gain course credit.

Process for Appealing Grades of No Credit (NC)

e Students with more than 7 absences in a semester or 14 absencesin a school year
will receive agrade of “NC”, which indicates they earned a passing grade. The
“NC” revertstoan “FA” (Fail dueto attendance) if not successfully
appealed. FA will equal O creditsand 0 GPA. (Teacherswill submit progress
reportsto the Home/School Attendance Specialist for each student who fails
solely dueto attendance.)

e Students may appeal absences beyond 14 daysto the confidential Appea Review
Committee comprised of the principal, assistant principal, Home/School
Attendance Specidlist and counselor. Thedistrict Attendance Appeal form
must be completed (see attached) and submitted to the Home/School
Attendance Specialist two weeks prior to thelast day of the semester or
school year.

e After reviewing the appeal, the Appeal Review Committee issuesitsdecisionin
writing to the student and the student’ s teachers.

e Successful student appeals of absences will be converted to approved absence
status and the student shall receive his/her appropriate grade.




Incentive Programs

High schools are required to design and implement programs to offer students attendance
buyback options such as Saturday school, after school opportunities and summer school.
Three hours of time in any of the attendance buyback program should be equivalent to
one full day of school attendance. Any student who attends an attendance buyback
program must be engaged in meaningful academic work that addresses skills missed
during the absence periods. Credit recovery programs will be offered at each high school.

MIDDLE SCHOOLS

Absences

A student who has enrolled in a Springfield Public School middie school is expected to
be present for the duration of the school day. All class periods must be attended. A
student cannot be absent more than atotal of 14 days (unapproved) in an academic school
year or he/she will receive agrade of “PA” (Pending Appeal) for al coursesfor the
current marking period. After the 14™ day of absence, the student must file an appeal
with the designated school based staff members. If the appeal is successful, then he/she
will receive the earned letter grade for all courses. Any student who accumulates more
than 14 absences during the academic school year will be ineligible to move
successfully from one grade to the next unless there are validated extenuating
circumstancesor a successful appeal.

Process for Appealing Grades of “PA”

1. A student may appeal absences beyond 14 days to the confidential Appeal Review
Committee comprised of the principal, assistant principal, Home/School
Attendance Specialist, counselor, and anyone else the principal feels would be
beneficial to the appeal process.

2. Thedistrict Attendance Appeal form must be completed (see attached) and
submitted to the Home/School Attendance Specialist two weeks prior to the last
day of the school year.

3. After reviewing the appeal, the Appeal Review Committee issuesitsdecisionin
writing to the parent/guardian and the student’ s teachers.

o |f the appeal is successful, al grades of “PA” will be converted to the letter
grade earned by the student and all appeal ed absences will be converted to
approved.

e |f the appeal was not successful, the “PA” revertsto an “FA” (Eailure due to
Attendance). The grade of “FA” will used be to calculate the student’s final
grade.




Approved Absences

An approved absence is necessary to appeal agrade of “PA”. An approved absence
occurs when a student is absent for alegitimate, acceptable reason and is able to provide
adequate written documentation for such absence within 3 days after he/she returns to
school with anote from a parent/guardian explaining the reason for the absence.
Studentswill be marked absent, administratively, until the expiration of the 3 days
and then will be marked truant if a note has not been received by the school.
*Vacations and non-emergency travel are not approved absences.

Approved absences including the following:
e Student illness

Medical appointment for the student

Death in the family

Observance of areligious holiday

Court appearance for the student

A formal doctor’s note, a copy of the obituaries or verification of religious affiliation
after 4 consecutive absences may be requested by the principal. The note must include
the date absent, the reason for the absence, a phone number where a parent or guardian
can be reached, and the parent or guardian’ s signature. Should a school official become
aware that written documentation for any absence(s) has been fabricated, the absence(s)
will not qualify as*“approved” , the student will be considered truant and the absences
will not count for the purpose of filing an appeal A parent’s note will not negate the
necessity of filing an appeal beyond the 14" day of absence.

Truanc

e A student istruant when he/she is absent without approval.

e A studentistruant if he/sheis absent for an unacceptable reason (one not listed
above).

e A student who istruant will not be able to file an appeal for days missed due to
truancy.

e A parent’s note cannot excuse truancy, if the absence does not meet the criteria of
an approved absence.

Tardiness and Dismissal

A student who is not in his/her classroom at the start of the classistardy. A student
entering the classroom after one-half of the period will be considered absent from that
class, unless he/she has a verified pass from ateacher, counselor, nurse or assistant
principal.

If a student leaves school before half of the academic day has passed then that student
will be marked absent from school that day.
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Suspensions
Days out of school due to external suspensions are absences that do not count towards a

lack of academic credit. Students who are absent due to external suspensionswill be
expected to make up missed assignments, homework and tests.

Chronic Illness

We are aware that some students suffer from chronic illnesses. Should the student present
with appropriate medical documentation to document the absences, such student will be
required to complete the coursework necessary to gain course credit.

Promotion/Retention
Any student who accumulates 14 or more absences during a school year may be
ineligible to move successfully from one grade to the next unless there are extenuating
circumstances. The principal, counselor or Chief Schools' Officer may consider
exceptions to this policy for medical reasons, serious illnesses, hospitalizations and
extraordinary circumstances.

Incentive Programs

Each middle school is encouraged to design and implement programs to acknowledge a
student’ s efforts to maintain and/or improve school attendance such asrallies, contests or
other specia activities. Middle schoolswill offer attendance buyback programs such as
Saturday school, after school programs or summer school. Three hours of time in any of
the attendance buyback program should be equivalent to one full day of school
attendance. Any student who attends an attendance buyback program must be engaged in
meaningful academic work that addresses skills missed during the absence periods.
Credit recovery programs may be offered at the middle school level.

ELEMENTARY SCHOOLS

Absences

A student who has enrolled in a Springfield Public School elementary school is expected
to be present for the duration of the school day. A student cannot be absent more than a
total of 14 days (approved and unapproved) in an academic school year. Any student
who accumulates more than 14 absences during the academic school year may be
ineligible to move successfully from one grade to the next. Circumstances surrounding
promotion or retention will be considered by the principal on an individual basis.
Approved Absences

An approved absence occurs when a student is absent for alegitimate, acceptable reason
and is able to provide adequate written documentation for such absence within 3 days
after he/she returns to school with a note from a parent/guardian explaining the reason for
the absence. Studentswill be marked absent, administratively, until the expiration of
the 3 days and then will be marked truant if a note has not been received by the
school. *Vacations and non-emer gency travel are not approved absences.
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Approved absences including the following:

e Student illness
Medical appointment for the student
Death in the family
Observance of areligious holiday
Court appearance for the student

A formal doctor’s note, a copy of the obituaries or verification of religious affiliation
after 4 consecutive absences may be requested by the principal. The note must include
the date absent, the reason for the absence, a phone number where a parent or guardian
can be reached, and the parent or guardian’ s signature. Should a school official become
aware that written documentation for any absence(s) has been fabricated, the absence(s)
will not qualify as“approved” and will not count towards an appeal for promotion and
the student will be considered “truant” for those days.

Truancy
A student is truant when he/she is absent without approval.

[

e A studentistruant if he/sheis absent for an unacceptable reason (one not listed
above).

e A parent’s note cannot excuse truancy, if the absence does not meet the criteria of
an approved absence.

Tardiness and Dismissal
A student who is not in his/her school building at the start of the classis tardy.

ALL requests for early dismissals must be in writing and given to the principal or
designee at the start of the school day. The school reserves the right to verify and/or deny
areguest for early dismissal.

Suspensions
Days out of school due to external suspensions are absences that do not count towards a

lack of academic credit. Students who are absent due to external suspensionswill be
expected to make up missed assignments, homework and tests.

Incentive Programs

Each elementary school is encouraged to design and implement programsto
acknowledge a student’ s efforts to maintain and/or improve school attendance. Programs
may include but are not limited to certificates, awards, assemblies, special activities, and
school wide recognition.

12



ADDENDUM A

Attendance |mprovement | nitiative

Principals shall be responsible for the implementation of the
following Attendance | mprovement I nitiative which addresses
parental notifications of student absence, in- school monitoring of
student attendance and community options for chronic truancy.
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ELEMENTARY LEVEL PROTOCOL
Springfield Public Schools

CUMULATIVE UNEXCUSED ABSENCE PROCEDURE:

Daily attendance query from SASI provided to designated staff to facilitate calls

In addition to the data clerk calling the parent, the classroom teacher is highly encouraged
to make a phone call home to parent to inquire about the absence and assist in resolving
issues. The teacher will make areferral to appropriate personnel as needed (ex. SAC,
Administrator, Nurse). Record contact in Attendance Phone L og.

In addition to the data clerk calling the parent, the classroom teacher is highly encouraged
to make a phone call home to parent to inquire about the absence and assist in resolving
issues. Theteacher will make areferral to appropriate personnel as needed. Record
contact in Attendance Phone L og.

Mandatory referral to the School Adjustment Counselor for personal phone call to parent.

In addition to the data clerk calling the parent, the classroom teacher is highly encouraged
to make a phone call home to parent to inquire about the absence and assist in resolving
issues. Theteacher will make areferral to appropriate personnel as needed. Record
contact in Attendance Contact L og.

Dataclerk sendsthe “L etter of Concern” to parent via U.S. Mail or email if available
Home visit/parent conference is conducted by designated school staff. Document Home
Visit.

INTERVENTION LEVEL | is completed with family during visit.

Data clerk calls home to verify unexcused absence.

Data clerk notifies administrator and Attendance Specialist.

Administrator, Attendance Specialist and SAC evaluate interventions which are currently
in place and make revisions as needed. Consider both site-based and community-based
interventions. Consider and determine meaningfulness of both interventions and
incentives.

“Letter of Warning” mailed to parent viaU.S. Mail or email if available

L etter of Retention sent on Day #6 and/or mid-year.

1st Day 5
Unexcused
Absence
v
2nd Day >
Unexcused v
Absence
v y
3rd Day
Unexcused — |
Absence v
v
v
v
v
4" 5" and 6"
Day ﬁ )
Unexcused v
v
7t|’l Day v
Unexcused — jmmmlp |
Absence
v

Data clerk calls home to verify unexcused absence.

2" Home Visit by Attendance Specialist and designated school staff. Document Home
Visit

Administrator or designee will conference with parents/guardians, teacher, and other
appropriate school personnel to complete INTERVENTION LEVEL |1 and Attendance
Contractual Agreement

Refer to STAT or Service Team for intervention and case management
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Dataclerk calls home to verify unexcused absence.
8th & gth Day Data clerk notifies administrator, SAC and Attendance Specialist
Administrator, SAC and Attendance Specialist evaluate interventions which are currently in
Unexcused # place & make revisions as needed.
Absence v' Continued case management with STAT or Service Team
v' Consider both site-based and community-based interventions through STAT or Service
Team. Consider and determine meaningfulness of both interventions and incentives.

AN NN

Dataclerk calls home to verify unexcused absence

Continue to monitor and evaluate school interventions

Mandatory parent conference with administrator

DCF Referral if appropriate* (51 A)

Reconvene |EP TEAM to review appropriateness of Sped servicesif student is a special

10" Day Unexcused

Absence >

A VAN N NN

education student

If Parent/guardian fails to attend the meeting, attendance does not improve, or attendance
improves temporarily, the school staff and/or attendance specialist should proceed with DCF
referral. The school continues to monitor attendance.

Data clerk calls hometo verify unexcused absence

Student referred to Juvenile Court Department (CHINS)

Failure to Send complaint filed in Juvenile Court by Attendance Supervisor
“Letter of Critical Status’ mailed home via certified mail
INTERVENTION LEVEL Il iscompleted.

12th Day Unexcused

Absence —

ANANENENENEN

Failure to Send Complaint to Juvenile Court by Attendance Supervisor

v' Continue monitoring of case by designated case manager and agency liaisons
13 Days and Beyond V' Continued referralsto DCF (51A) as necessary

Unexcused Absence Y
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SECONDARY LEVEL PROTOCOL
Springfield Public Schools

CUMULATIVE UNEXCUSED ABSENCE PROCEDURE:

1ST
Unexcused
Absence

ﬁ

2 Days of
Unexcused
Absences

3 Days of
Unexcused
Absences

}

4 Days of
Unexcused
Absences

!

5-7 Days
Unexcused
Absences

Days 8-12 of
Unexcused
Absences

16

YVVVV

Connect Ed calls home

Class teachers encouraged to call home. Record contact in Attendance Phone L og.
Refer student’s concern to appropriate personnel, as appropriate.

Administrator may place student into In-School suspension/Saturday school.

YVVYVY

Connect Ed calls home
Class teachers encouraged to call home. Record contact in Attendance Phone L og.
Refer to Guidance Counselor

Student is contacted by staff member (as designated by the principal,) Inquire about
problem. Refer to appropriate person, as needed.

VVVVY

Connect Ed. calls home

Referral to Attendance Specialist

“Letter of Warning” mailed home viaU.S Mail or email if available
Parent phone conference is held by person designated by principal.

Student is contacted by staff member as designated by the principal.
Inquire about problem. Refer as needed.

YV VYV

Connect Ed. calls home

Home Visit by Attendance Specialist and designated school staff if appropriate. Document
Home Visit.

Referral to STAT or Service Team for case management if appropriate
Complete Intervention Level | by designated staff

V'V VVVY

Connect Ed. calls home
“Letter of Critical Status’ mailed home via certified mail
Parent/teacher/administrator Conference Request

Phone call home to parent by designated staff member encouraging student to return to
school.

Referral to other support staff if appropriate
Continued case management by STAT or Service Team

VYVV V VV

Connect Ed. calls home

Phone call home to parent by designated staff member encouraging student to return to
school.

Home Visit by Attendance Specialist and/or designated school staff. Document Home
Visit.
Intervention Level |11 completed

Referral to DCF if appropriate (51A)
Case Manager continues to monitor attendance.
Reconvene |EP TEAM to review SPED servicesif student is special education




13 Days of
Unexcused
Absences

VVYVYV VYV

Connect Ed. callshome

Phone call home to parent by designated staff member encouraging student to return to
school.

Referral to DCF if not done by this point

Referral to Juvenile Court Department (CHINS)
Failure to Send complaint filed in Juvenile Court by Attendance Supervisor

Failure to Send Complaint to Juvenile Court by Attendance Supervisor

13 Days and Beyond
Unexcused Absences

17
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Continue monitoring of case by designated case manager and agency liaisons
Continued referrals to DCF (51A) as necessary




Springfield Public Schools

Attendance | mprovement Program
A Culture of Educational Excellencel

School Monthly Attendance Report
Month of Report:

Circle One: Elementary / Middle/ High Zone:

Total Number of attendance related phonecalls.........................ol.

Total Number of attendance related homeVvisits.......oovvviiie i,

Total Number of referralsto STAT/ST dueto attendance....................
Total Number of attendance letters mailed:

Letter of Concern (elementary only)  .....ovevveienieeene i eeeieenenens

Letter of Warning.........cco oo e e

Letter of Critical StatUS. .......o oot e e e e

Total Number of CHINS filed dueto attendance. ...,

Total Number of 51A"sfiled to DCF dueto attendance .....................

Total Number of Failure To Send Complaint......................ooooi i

Report Completed by: Position/Title:

(Signature)
Date:

* Additional information and/or supporting documentation and data may be requested.

The mission of the Springfield Public Schools is to provide the highest quality of education so that all of our students are empowered to realize
their full-potential and lead fulfilling lives as lifelong learners, responsible citizens and leaders in the 21st Century.
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Springfield Public Schools

Attendance | mprovement Program
A Culture of Educational Excellencel

| ntervention Level |

School Date
Student Name Grade
Parent(s)/guardian(s) Phone (h)

(w)

(©)

Attendance issues:

Initial effortsto communicate attendance concer nsto student/parent(s)/guar dian(s):

Dates School contact person Action taken Result of Initial Communication

I mprovement goals:

Student’sresponsibilities toward reaching attendance goal(s):

Par ent’ s responsibilitiestoward reaching attendance goals(s):

Staff members' responsibilities toward reaching attendance goal(s):

Attendance Specialist:

Counselor:

Other staff member(s):

Administrator’s Signature: Date
Student’s Signature: Date
Parent’s/Guardian’s Sighature: Date

*Please attach student attendance report to this document

1Y



Springfield Public Schools

Attendance | mprovement Program
A Culture of Educational Excellencel

| ntervention Level |1

School School Contact Person

Student Information:

Student Name (last, first, middle) Grade
Address Date of Birth
Zip Code Phone number
Parent(s)/guardian(s):

Phone (H) (W)

(father, step-father, guardian, other)

Phone (H) (W)

(mother, step-mother, guardian, other)

Services/programs currently in place for the student (check as many as apply):
Specia Education (level):
LEP Level/Phase First Language Will an interpreter be required? (ves/No)
Gifted and Talented
504 Plan (Please attach)
STAT/ST referral (Please attach record of Problem Solving)
Community Agency (specify):
School Counseling Group (Please identify focus of group(s)

Other :

Comments:




Behavioral Summary:

. Attendance (Please attach student attendance reports)
Excused absences to date Unexcused absences to date Tardies to date

II. Behavior Please note your perceptions/observations of factors which you believe may be contributing
to the student’ s poor attendance.

Family issues Runaway Emotional Issues
Student’ s choice of peers Legal issues

Substance abuse: drugs alcohol _ tobacco

Other (please specify)

School Intervention Level | (please attach Level | form):
Name(s) and date(s) of staff member(s) who contacted parent(s) regarding student’ s excessive absences

Results of the parent/student communication:
attendance improved
attendance failed to improve
other (please explain)

School Intervention Level I1:
School conference(s) held with parents which included teacher, counselor, attendance specialist,
and/or administrator. Date(s) of conference(s)

Results of the parent/student conference
Attendance Contract signed (please attach)
attempted at least two parent/student conferences with teacher, counselor, administrator
but parent(s)/guardian(s) failed to show.

Date(s) of attempted conferences




Springfield Public Schools
Attendance | mprovement Program
A Culture of Educational Excellence!

|ntervention Levd |11

School School Contact Person

Student Information:

Student Name (lat, first, middle) Grade
Address Date of Birth
Zip Code Phone number
Parent(s)/guardian(s):
Phone (H) (W)

(father, step-father, guardian, other)

Phone (H) (W)

(mother, step-mother, guardian, other)

*Please attach | ntervention Level |, Intervention Level |1, and student attendance
report

Date of CHINS petition filed

SPS Staff responsible for filing

Court date
Additional information

Principal Date
School Adjustment/Guidance Counselor Date
Attendance Specialist Date




Springfield Public Schools
Attendance | mprovement Program
A Culture of Educational Excellence!

Attendance CONTRACTUAL Agreement

Y our child, , inthe grade at

school has been identified as having excessive unexcused absences. The
Springfield Public Schools believe that he/she will benefit from the directives of this attendance contractual
agreement. It isagreed, by both student and parent, that the following Attendance Improvement Program
(AIP) directives will be followed:

THE STUDENT SHALL:

O  Attend school each day school isin session.

O  Arrive at school on time each day and remain at school for the full time assigned.

O Abideby al school rules and regulations and maintain appropriate behavior while at school.
O Other

THE PARENT(S)/GUARDIAN(S) SHALL:

O Know their legal obligation to ensurethe student: a) attends school each day it
isin session; and b) arriveson time, prepared tolearn, i.e., is clean, fed, and
with required classroom materials.

O Attend all meetings and conferences concerning their student.
O Cooperate with school authorities by doing the following:

O Attend school and/or classes with their student O Report to school office
each day with student O Provide medical verification for any absence O

Walk the student to the classroom door

O Contact school weekly to determine student’s progress O Other

O Cadll the school by 8:30 am. each day the student is absent
O Initiatethefollowingreferralsfor service:

O BHN 747-0705
O Brightside 788-7366

O DCF 452-3200
O CFSof Pioneer Valley 737-4718

O Other

O Participate in parenting classes & support groups: Baystate Health 794-2229, Child Guidance Clinic
732-7419

THE SCHOOL SHALL:

O Verify the student’ s attendance on a daily/weekly/monthly basis (circle one).
O Review the parent’ s/student’ s compliance with the AIP directive on
(date).
O Refer family to the appropriate community agency for further action, should these directives not be
followed.
O Notify the Attendance Specialist
O Other

TO THE STUDENT AND PARENT/GUARDIAN:

We encourage you (the student) to be an active participant in this team effort to assist you in improving
your attendance. Our ultimate goal isto see you graduate from school and become a productive and
successful adult. We will provide you with the services necessary to attain this goal, as available. Without
your cooperation, the only other alternative will be to refer this matter to the Juvenile Court Department.

I/We haveread and under stand the above, and | /we agree to the recommendations stated above.



Parent/Guardian Signature Date

Student Signature Student’ s Date of Birth
Attendance Specidlist Date
Principal Date

The mission of the Springfield Public Schools is to provide the highest quality of education so that all of our students are empowered to realize their
full-potential and lead fulfilling lives as lifelong learners, responsible citizens and leaders in the 21st Century.




Springfield Public Schools

Attendance | mprovement Program
A Culture of Educational Excellence!

Attendance Phone L og

STUDENT GR/HR | SASI | STUDENT SCH STAFF DATE | TIME SUMMARY NEXT STEP
NAME PHONE # NAME OF CONVERSATION

The mission of the Springfield Public Schools is to provide the highest quality of education so that all of our students are empowered to realize their full-potential and lead
fulfilling lives as lifelong learners, responsible citizens and leaders in the 21st Century.




Springfield Public Schools
HOME VISIT DOCUMENTATION FORM

Student Name: SASI#

Parent Name: Telephone #

School of Attendance: Grade

DATE OF HOME VISIT TIME OF HOME VISIT
Attendance Officer # Days Absent/Truant

Reason for HOME VISIT

Participantsin HOME VISIT (including parent, student and any other person present at visit)

Conclusions

Parent Signature




LC-1
Springfield Public Schools

Attendance | mprovement Program
A Culture of Educational Excellence!

LETTER OF CONCERN

Parent/Guardian: Date:

Address:;

City: Springfield State: MA Zip Code:

Dear )
(PARENT/GUARDIAN)

Y our child, , has atotal of unexcused absences.

This letter is sent to make you aware of these absences. Regular attendance at school is an important
part of every student’s success and is necessary in order to gain the greatest benefit from his/her
educational experience.

Students who are frequently absent from school miss direct instruction and regular contact with their
teachers. Massachusetts State Law (M.G.L.Chapter 76) and Springfield Public Schools Attendance
Policy require regular daily attendance. When absences accumulate, it may ultimately result in
academic difficulty for your child.

In addition, we are reminding you that each absence must be accompanied by awritten excuse. If
the written excuse is not received within 3 days of the absence, then the absence becomes a truancy.
Truancies may result in your child’s repeating his’her current grade.

Y our child’ s academic success isimportant to us. Please contact the school by calling [school
contact name and number] and let us know how
we can assist you in helping your child improve his/her attendance.

Sincerely,
(Principal, Assistant Principal, or Attendance Soecialist)

Cc: Cumulative Folder
Attendance Specialist
Guidance Counselor

The mission of the Springfield Public Schools is to provide the highest quality of education so that all of our students are empowered to realize their
full-potential and lead fulfilling lives as lifelong learners, responsible citizens and leaders in the 21st Century.




Springfield Public Schools LCS3

Attendance | mprovement Program
A Culture of Educational Excellence!

LETTER OF CRITICAL STATUS

Parent/Guardian: Date:

Address:;

City: Springfield State: MA Zip Code:

Dear )
(PARENT/GUARDIAN)

Y our child, , has atotal of unexcused absences.

Massachusetts State Law (M.G.L. Chapter 76) and Springfield Public Schools Attendance Policy
require regular daily attendance.

Y our son/daughter has reached CRITICAL STATUS due to their number of unexcused absences,
which means he/she will be retained in his’her current grade. To avoid retention, you must respond
within 5 days of this letter to schedule a conference.

Please contact [Principal or designee] at

[tel. #]

In addition, we are reminding you that each absence must be accompanied by awritten excuse. If
the written excuse is not received within 3 days of the absence, then the absence becomes a truancy.

We look forward to hearing from you by the deadline.

Sincerely,
(Principal, Assistant Principal, or Attendance Specialist)

Cc: Cumulative Folder
Attendance Specialist
Guidance Counselor

The mission of the Springfield Public Schools is to provide the highest quality of education so that all of our students are empowered to realize their
full-potential and lead fulfilling lives as lifelong learners, responsible citizens and leaders in the 21st Century.




Springfield Public Schools LW-2

Attendance | mprovement Program
A Culture of Educational Excellencel

LETTER OF WARNING

Parent/Guardian: Date:

Address;

City: Springfield State: MA Zip Code:

Dear )
(PARENT/GUARDIAN)

Y our child, , has atotal of unexcused absences.

Your childiscurrently in violation of the Springfield Public Schools Attendance Policy . If
thisviolation is not addressed today, it may result in your child’ s repeating his’her current grade.

In addition, we are reminding you that each absence must be accompanied by awritten
excuse. If the written excuse is not received within 3 days of the absence, then the absence becomes
atruancy.

Students who are frequently absent from school miss direct instruction and regular contact
with their teachers. Massachusetts State Law (M.G.L.Chapter 76) and Springfield Public Schools
Attendance Policy require regular daily attendance. When absences accumulate, it may ultimately
result in academic difficulty for your child.

To rectify this situation, please contact the school by within 5 days of this letter and speak
directly to the Attendance Specialist.

In addition, our district has additional services and resources that are available to you and
your family to support our shared goal of academic success for your child. We can discuss these
resources when you contact the school.

Please contact [Principal or designee] at
[ Telephone #] .
We look forward to hearing from you by the deadline.

Sincerely,
(Principal, Assistant Principal, or Attendance Soecialist)

Cc: Cumulative Folder
Attendance Specialist
Guidance Counselor

The mission of the Springfield Public Schools is to provide the highest quality of education so that all of our students are empowered to realize their
full-potential and lead fulfilling lives as lifelong learners, responsible citizens and leaders in the 21st Century.




Escuelas Publicas de Springfield

Programa para meorar laasistencia
iUna cultura de excelencia educacional!

AV1SO DE PREOCUPACION

Padre/M adre/T utor: Fecha:

Direccion:

Ciudad: Springfield Estado: MA  Cadigo Postal:

Estimado/a: ,
(Padre/Madre/Tutor)

Su hijo/a, , llevaentotal ausencias sin excusa.

Se envia esta carta para notificarle a usted sobre estas ausencias. Asistenciaalaescuelacon
regularidad es una parte importante del éxito de cada estudiante y es necesario para que él/ella pueda
lograr el mayor beneficio de su experiencia educacional.

Estudiantes con ausencias escol ares frecuentes pierden instruccion directay contacto regular con
los/as maestrog/as. LaLey del Estado de Massachusetts (M.G.L. Capitulo 76) y las Normas de
Asistencia de las Escuelas Publicas de Springfield obligan la asistenciadiariaregular. Cuando se
acumulan las ausencias, puede que €l resultado mayor sea dificultad académica para su hijo/a.

Adicionamente, |e estamos recordando que cada ausencia tiene que ser acompafiada por una excusa
en formaescrita. Si laexcusano se harecibido dentro de 3 dias de la ausencia, entonces la ausencia
Se reconocera como un absentismo escolar. El absentismo escolar puede resultar en que asu hijo/a
le toque repetir € afio.

El éxito académico de su hijo/a es para nosotros, algo importante. Por favor comuniquese con la
escuelay llame a[nombre y teléfono del contacto] , eindique como
nosotros le podemos asistir en ayudar amejorar la asistencia de su hijo/a.

Sinceramente,
(Principal, Asistente Principal, o Especialista en asuntos de asistencia escolar)
Cc: Archivo Acumulativo

Especialista en asuntos de asistencia escolar
Consgjero/a

La mision de las Escuelas Publicas de Springfield consiste en ofrecer a los estudiantes una educacion de la calidad mas alta, para que puedan sentirse
capaces de realizar su verdadera potencia y tener vidas llenas como personas que aprenden durante toda la vida, y que puedan ser ciudadanos
responsables y lideres del Siglo 21.




Escuelas Pubhcas de Sprlngfleld. LCS3
Programa para meorar la asistencia
iUna cultura de excelencia educacional!

NOTIFICACION DE ESTADO CRITICO

Padre/M adre/T utor: Fecha:

Direccion:

Ciudad: Springfield Estado: MA  Cadigo Postal:

Estimado/a: ,
(Padre/Madre/Tutor)

Su hijo/a, , llevaentotal ausencias sin excusa.

LaLey del Estado de Massachusetts (M.G.L. Capitulo 76) y las Normas de Asistencia de las
Escuelas Publicas de Springfield obligan la asistenciadiariaregular.

Su hijo/ahallegado aun ESTADO CRITICO debido ala cantidad de ausencias que hatenido sin
excusa, lo cua significaque a él/ellale tocararepetir € afio. Paraevitar que ésta seala decision,
usted debera responder a esta carta dentro de 5 dias para pedir una conferencia.

Por favor comuniquese con [Principal o persona designada] ,
al [nimero telefonicol .

Adicionamente, |le estamos recordando que cada ausenciatiene que ser acompafiada por una excusa
en formaescrita. Si la excusa no se harecibido dentro de 3 dias de la ausencia, entonces la ausencia
Se reconocera como un absentismo escolar.

Esperamos recibir su respuesta antes de la fechalimite.

Sinceramente,
(Principal, Asistente Principal, o Especialista en asuntos de asistencia escolar)

Cc: Archivo Acumulativo
Especiadlista en asuntos de asistencia escolar
Consgjero/a

La mision de las Escuelas Publicas de Springfield consiste en ofrecer a los estudiantes una educacidn de la calidad mas alta, para que puedan sentirse
capaces de realizar su verdadera potencia y tener vidas llenas como personas que aprenden durante toda la vida, y que puedan ser ciudadanos
responsables vy lideres del Siglo 21.




Escuelas Publicas de Springfield LW-2
Programa para mejorar laasistencia
iUna cultura de excelencia educacional!

NOTIFICACION DE ADVERTENCIA

Padre/Madre/Tutor: Fecha:

Direccion:

Ciudad: Springfield Estado: MA ~ Cadigo Postal:

Estimado/a: ,
(Padre/Madre/Tutor)

Su hijo/a, , llevaentotal ausencias sin excusa.

Su hijo/a actualmente esta en violacion de las Normas de Asistencia de |as Escuel as Pblicas de
Springfield. Si esta violacion no se resuelve hoy mismo, puede resultar en que su hijo/arepita el
afno.

Adicionalmente, |e estamos recordando que cada ausenciatiene que ser acompariada por una
excusaen formaescrita. Si laexcusano se harecibido dentro de 3 dias de la ausencia, entonces la
ausencia se reconocera como un absentismo escolar.

Estudiantes con ausencias escol ares frecuentes pierden instruccion directay contacto regular con
los/as maestrog/as. La Ley del Estado de Massachusetts (M.G.L. Capitulo 76) y las Normas de
Asistencia de las Escuelas Publicas de Springfield obligan la asistenciadiariaregular. Cuando se
acumulan las ausencias, puede gque el resultado mayor sea dificultad académica para su hijo/a.

Para solucionar esta situacion, por favor comuniquese con la escuela dentro de 5 dias de lafecha
de esta cartay hable directamente con el/la Especialista en asuntos de asistencia escolar

Adicionalmente, nuestro distrito tiene mas serviciosy recursos disponibles a Usted y su familia
para apoyar la meta comun de éxito académico parasu hijo/a. Podemos hablar sobre estos recursos
unavez que esté en comunicacion con la escuela.

Por favor comuniquese con [Principal o persona designada] ,
a [nimero telefonicol .
Esperamos recibir su respuesta antes de lafechalimite.

Sinceramente,
(Principal, Asistente Principal, o Especialista en asuntos de asistencia escolar)
Cc: Archivo Acumulativo

Especiadlista en asuntos de asistencia escolar
Consgero/a

La mision de las Escuelas Publicas de Springfield consiste en ofrecer a los estudiantes una educacion de la calidad mas alta, para que puedan sentirse
capaces de realizar su verdadera potencia y tener vidas llenas como personas que aprenden durante toda la vida, y que puedan ser ciudadanos
responsables y lideres del Siglo 21.




ADDENDUM B

Appeal Form



Springfield Public Schools Secondary Schools Attendance Appeal Form
*TRUANTS CAN NOT BE APPEALED*

Student Name: Student ID: School: Grade

This section isto be completed by student |This section isto be completed by teachers

DATE | DAY |[PERIOD | MARKING COURSE TEACHER TOTAL #OF TEACHER SIGNATURE
i.e. AB... PERIOD CLASS ABSENCES

Please explain in detail the extenuating circumstances which lead to your excessive absences. Please attach to thisform all supporting
documentation (i.e. doctor’ s notes, appointment verification, obituaries, etc...).

ALL completed Attendance Appeal forms must be returned to the Home/School Attendance Specialist two weeks prior to the last day of school.

Student Signature: Date: Parent/Guardian Signature: Date:

LR R R R b e R R b b b R e R R Rk R e R R R o kR R o R R R R R o kb e e R R Rk b e e e o b R R R R e e e R b b ok R R R b e

This section to be completed by Appeal Review Committee

] Appeal Granted Date teacher (s) notified:

[0 Appeal Denied Explain: Date Student and Parents
notified:

[0 Appeal Postponed Explain: Date decision letter mailed:

Principal/Designee Signature: Date:







