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   LOUDOUN COUNTY PUBLIC SCHOOLS 

Attendance 101 
2018-2019 School Year 

After a pupil has been absent for five days without indication of 

the parent’s awareness and support of such absence, principals 

or their designees are required to make a reasonable effort to 

ensure that direct contact is made with the parent to obtain an 

explanation for the nonattendance and explain to the parents 

the consequences of continued nonattendance. 

                     -State Superintendents Memo Number 185 

____________________________________________________________________________________________________________ 

Loudoun County Public Schools 

Administration Building 

21000 Education Court 

Ashburn, VA 20148 

 

Phone:  571-252-1015 

Fax:      571-252-1245 

  

Welcome Back! 
This booklet has been created to help each school continue in its responsibility    

of working with students with nonattendance and truancy issues. 

The procedures listed constitute the approved Truancy Referral Process for      

Loudoun County Public Schools. 

Please note that new forms have been created for the 2018-2019 school year.  

We ask that you destroy all unused forms prior to this school year.  For 

your convenience, forms are available on the Intranet (http://

www.intranet.lcps).  Follow the path: Pupil Services—Office of Student          

Services—Student Assistance Services. 

Ms. Jennifer Wall, Supervisor of Student Assistance Services, is available to  

provide assistance.  Please feel free to call her or your school’s designated    

attendance officer should you have any questions. 
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A Proactive School-based Approach 

Establishing a Framework 

 

Regular school attendance is critical for student success. The core of proactively addressing student             

nonattendance and chronic absenteeism is the simple, basic premise that a student cannot maximize learning   

if he or she is not present for instruction. Student achievement and academic success are tied to quality,     

consistent instruction. If a student is not present, he or she misses the opportunity to engage in instruction. Per 

LCPS School Board Policy §8-14 Compulsory Attendance chronically absent students are defined as those who 

are enrolled in a given school who miss 10% or more of the school year, regardless of the reason.   

 

The Code of Virginia requires that the attendance officer be contacted upon the 5th unexcused. The school    

administrator should complete a "formal truancy referral" after developing an Attendance Plan which explores 

appropriate school and community interventions.  

To proactively address student nonattendance and chronic absenteeism, the school’s administration should   

establish a framework and protocol for identifying these potentially at-risk students. To do this, schools should 

determine and set thresholds for the number of excessive absences, number of tardies, and number of 

“unexcused” absences that will be proactively monitored. Page three of this manual details the calculated 

threshold points for excessive absences based on either a cumulative monthly 10% or 15% nonattendance   

calculation. This is based on the total number of days of membership up to the last school day for each         

successive month of attendance. 

 

Phoenix SIS U-ATT452 report should be run and monitored on a regular basis. This report shows a 

breakdown of excused and unexcused absences at the school and district level, as well as the Attendance Plan, 

Conference, and Referral Codes.  

Establishing a proactive monitoring system can be successfully accomplished by establishing regularly scheduled 

administrative attendance meetings.  At the secondary level this would be a set monthly meeting and at the 

elementary level this could be a set quarterly meeting. The principal or assistant principal would need to be the 

school’s main point of contact. 

The purpose of the established routine attendance meetings is to review the reports generated by Phoenix SIS 

to identify students who meet or surpass the thresholds for nonattendance. The attendance team should include 

the assistant principal, attendance officer, dean, attendance secretary, school counselor/s, school social worker, 

and/or nurse. Based on the circumstances, some schools have included the school psychologist, student       

assistance specialist, parent liaison, and other staff.   

Virginia Department of Education (VDOE) has provided new directives for the reporting of student absences 

from school as follows: 

These requirements apply only to unexcused absences: 

• At five unexcused absences, the school is required to have contact with parent(s) and develop an          

attendance improvement plan; 

• At six unexcused absences, the school is required to schedule and hold an attendance conference with    

parent(s) and student; and 

• At seven unexcused absences, the school is required to report whether legal charges were initiated 

against the student, parent(s), or if legal charges were not initiated because the attendance improvement 

plan is in place and successful.  

Documentation is vital. Accurate data entry is vital. This ensures accurate reporting and compliance 

with VDOE and the Code of Virginia. Each school’s framework may vary, but establishing a working frame-

work is essential to successfully addressing nonattendance issues early. 
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Absentee Threshold Points 

    

Monthly Absentee Threshold Points 

2018 - 2019 
        

Date 
Total Days of En-

rollment 
Absentee Point          
10%          15% 

08/23/18 7 N/A N/A 

09/28/18 26 3 4 

10/31/18 46 5 7 

11/30/18 63 6 9 

12/20/18 77 7 11 

01/31/19 98 9 14 

02/28/19 117 11 17 

03/28/19 137 13 20 

04/30/19 153 15 22 

05/31/19 175 17 26 

06/07/19 180 18 27 
        

        

Quarterly Absentee Threshold 
Points 

2018 - 2019 
        

Quarter 
Absentee Point             
10%         15% 

End of 1st Quarter ~ 11/2/18      
49 days of enrollment 4+ 7+ 

End of 2nd Quarter ~ 1/17/19 
39/89 days of enrollment 9+ 13+ 

End of 3rd Quarter ~ 3/28/19  
49/137 days of enrollment 13+ 20+ 

End of 4th Quarter ~ 6/7/19  
43/180 days of enrollment 18+ 27+ 
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Truancy Referral Process 

The truancy referral process was created to assist you in following the proper steps when referring 

truant and excessively absent students to the attendance officers for follow-up and possible court 

proceedings. Only formal referrals will be accepted. 

It is important to note that this process should be initiated after a student has been absent for five 

unexcused days (not necessarily consecutive) without indication that the parents/guardians are 

aware of and support the absences and an administrator has contacted the parent/guardian to      

determine the reason for the absences and the school has done its due diligence prior to referral. 

*NOTE TO ADMINISTRATORS* 

Please use your discretion to determine the legitimacy of the excuse given by the parents/

guardians for the child’s absence from school.  If the parent’s/guardian’s reason for the child’s    

absence is questionable, it would be entirely reasonable to  request a bona fide doctor’s excuse or 

other appropriate documentation for justification of the absence. This is particularly important with 

students who have had a history of absenteeism or if you feel the parents/guardians may be     

contributing to the child’s absenteeism. 

Unexcused                    

absences  

(NOT                           

necessarily             

consecutive)           

absences) 

The school administrator or designee will make contact 

with the parent/guardian to determine if they are not 

aware of and/or do not support five of the student’s         

absences. For each student with five or more unexcused 

absences, document whether an attendance plan was     

developed and the reason code. 

A School Referral form for Truancy and the Attendance                     

Interventions Checklist form will be completed by the administrator.    

The school’s due diligence working to notify and communicate with the 

parent/guardian to improve the student attendance must be documented 

as part of the formal referral. The school administrator must note on the 

referral form the dates and details of his/her contact with the parent/

guardian of the student in question. 

If the student misses an additional day... 

6th unexcused      

absence 
For each student with six or more unexcused absences, the 

school administrator or designee will document whether 

an attendance conference was scheduled and held, and the 

reason code. 

The school administrator or designee will schedule an              

attendance conference with parent/guardian, student, and   

attendance officer to discuss nonattendance. This conference 

must be held no later than 10 days after the tenth absence.  
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If the student misses one more day... 

7th Unexcused absence For each student with seven or more unexcused            

absences, document whether a court referral or if        

proceedings against the student or parent were     

initiated, and the reason code. If an attendance    

referral was not made, the school administrator or 

designee is responsible for entering the appropriate 

code.  

If a formal attendance referral was made, the school     

administrator or designee shall notify the attendance    

officer of the seventh unexcused absence, documenting 

the specific date and the reason for nonattendance. The 

attendance officer may then file a petition on the student 

in court.  

Excessive Absence Procedure with Noncompliant Parents/Guardians 

If the school determines that the parents/guardians are aware of and support the student’s 

excessive absences, the school may require appropriate documentation regarding absences. 

Any further absences that are not justified by a physician’s note or other required             

appropriate documentation should be considered unexcused. When the student accumulates 

five unexcused absences, the school will refer the student to the attendance officer through a 

formal attendance referral.   

Procedure for Tardies 

Attendance officers may initiate complaints against parents/guardians when        

students are continuously late to school when the excessive tardies are combined 

with at least seven unexcused absences not solely vacation related and the school   

administration has documented the chronic, excessive nature of the absences and/or 

late arrivals, and has made contact with the parents/guardians to express concern 

regarding the absences and excessive tardies, and has completed the steps for the 

formal truancy referral. 
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Exhibit A 

School Referral Form for Truancy 

 

TOTAL days Absent   

TOTAL days Tardy  

Student Name

Date of Birth Age Grade

School         Father's Work Phone 

        Mother's Work Phone

DATES(S)

mm/dd/yy

1

2

3

4

5

6
Provided doctor's notes to 

attendance officer                            

(attach copies)

Phone call to parent/guardian - by 

school principal or designee

Notify attendance officer of five 

unexcused absences

Five Day Conference with student 

and attendance officer.  Attach the 

"Plan and Reason for 

Nonattendance" and "School 

Referral Form"

Sixth Day Conference with school 

administrator, attendance officer, 

parents/guardians and student.  

Complete and attach 

"Administrator 6th Day 

Conference Form"

DETAILS

Form is considered complete when all

boxes have been checked.

Diversion and / or disciplinary 

action  (if applicable)

LOUDOUN COUNTY PUBLIC SCHOOLS

DEPARTMENT OF PUPIL SERVICES

DOUGLASS SUPPORT FACILITY

55 PLAZA STREET, SE

LEESBURG, VIRGINIA 20175

LOUDOUN COUNTY PUBLIC SCHOOLS

2018-2019 Attendance Referral Documentation                                                                      

Filing Truancy Petition

Excused                     Unexcused

by parent/guardian (unless doctor's note required) 

DOES NOT INCLUDE

by doctor's note(s)                                                              TARDIES

NOTES:

Attach copies of ALL doctor’s notes and 
supporting documentation received by 
the school to excuse specific student 
absences as well as any letters sent by 
the school to the parents/guardians.                                                                                         

__________________________________________        _________

Attendance Secretary Date

_________________________________________         _________

Principal or Designee Date

_____________________________________          ________

Attendance Officer (Keeper of Record) Date
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Attendance Interventions Checklist 

 

Exhibit B 

 

 

Student Name:  ____________________________________ Student ID#: ___________________ 

Grade: ___________  School: __________   Counselor: ____________________________ 

Interventions Date 

Modified student’s schedule if appropriate   

Discussed Virtual Loudoun as an option (High School Only)   

Discussed alternative educational options (Douglass, GED, 
home-instruction)   

If medical-related* discussed options (Homebound, 504, 
Healthcare Plan)  

Conducted a home visit  

Identified school-based/extracurricular activities   

Involved Parent Liaison    

Referral for Child Study   

Referral to School Social Worker   

Referral to Student Assistance Specialist  

Referral to School Psychologist    

Referral to LCMH Wrap-Around   

Referral to Family Connections Program   

School discipline for attendance violations    

Other:    

   

  

  
 

LOUDOUN COUNTY PUBLIC SCHOOLS 

Attendance Interventions Checklist 

2018-2019 
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Attendance Officer Area Assignments 

 

NORTH SOUTH EAST WEST CENTRAL / EAST SOUTH / EAST

Kate Freeman Mark Jones Chavis Teal Lori Melcher Courtney Henry Celeste Glover

571-252-1015 571-252-1015 571-252-1015 571-252-1015 571-252-1015 571-252-1015

Elementary Elementary Elementary Elementary Elementary Elementary

 Ball's Bluff Algonkian Aldie Banneker Belmont Station Ashburn

 Catoctin Cardinal Ridge Arcola Emerick Cedar Lane Creighton's Corner

 Cool Spring Countryside Buffalo Trail Hamilton Newton-Lee Discovery

 Evergreen Mill Hillside Forest Grove Hillsboro Charter A. Rosa Lee Carter Dominion Trail

 Frances H. R. Hutchinson Farm Goshen Post Kenneth W. Culbert Sanders Corner Horizon

 Frederick Douglass Liberty Guilford Lincoln Selden's Landing Legacy

 Leesburg Little River Pinebrook Lovettsville Steuart W. Weller Lowes Island

 Lucketts Mill Run Rolling Ridge Middleburg CCS Madison's Trust

 Tolbert Moorefield StationSterling Mountain View Meadowland

Potowmack Sully Round Hill Sugarland

 Waterford Sycolin Creek

 

 

Middle Middle Middle Middle Middle Middle

 Harper Park  Eagle Ridge  J. Michael Lunsford  Blue Ridge  Belmont Ridge  Brambleton

 J. L. Simpson  Mercer  Sterling  Harmony  Stone Hill  Farmwell

 Smart's Mill  River Bend  Willard  Trailside  Seneca Ridge

High High High High High High

 Heritage  Briar Woods  John Champe  Loudoun County  Stone Bridge  Broad Run

 Tuscarora  Freedom  Park View  Loudoun Valley  Riverside  Dominion

 Douglass School  Potomac Falls  Woodgrove  Rock Ridge  

2018-2019

Attendance Officer Area Assignments

Loudoun County Public SchoolsLOUDOUN COUNTY PUBLIC SCHOOLS

DEPARTMENT OF PUPIL SERVICES

DOUGLASS SUPPORT FACILITY

55 PLAZA STREET, SE

LEESBURG, VIRGINIA 20175
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Attendance Guidelines and Procedures 

for Alternative Placements 

 

Outlined below are the guidelines and procedures for Loudoun County Public Schools homebound    

students who have been suspended, expelled, receiving services from tuition facilities, or home-based 

instruction. The compulsory attendance law does apply to these students even when they are placed 

on this status because state and federal laws mandate us to provide these students with a continuity 

of educational services.   

Any parents/guardians or students who refuse to accept these services shall be in violation 

of the Compulsory Attendance Laws. 

 

TUITION STUDENTS 

If a student misses five (5) unexcused days of school, the tuition facility must contact the parents/

guardians in writing and advise them of their child’s absenteeism. The facility must also contact the 

case manager so he/she can involve the attendance officer.  It is important that the tuition        

facility  report this information promptly and consistently.  In addition, if the student is on           

probation, follow the guidelines below. 

 

HOMEBOUND  

Homebound students are subject to the compulsory school attendance regulations, as are all students. 

Please notify your Attendance Officer and the parent(s)/guardian(s) if issues of non-compliance with 

attendance regulations arise. 

Cancellations may only be made by a parent or guardian. Students may not cancel sessions unless 
they are eighteen years of age or older.  If the Homebound teacher cancels a session, that session 
must be made up. If a parent or guardian cancels a session, reasonable efforts should be made by the 
Homebound teacher to reschedule the session.  

An excessive number of cancellations, such as five or more within a nine-week period or two or    
more within a four and a-half week period, may result in a school-based meeting to discuss the      
cancellations. If deemed appropriate, the suspension or termination of services may be considered. 

 

HOME-BASED SERVICES 

Special education students who are receiving home-based services fall under the parameters of    

compulsory attendance and can be prosecuted for noncompliance. If these students are habitually  

absent from home-based instruction without a valid excuse, or they or their parents/guardians refuse 

to accept home-based services after five (5) unexcused days, a letter from the school administrator 

will need to be sent to the family and referred to the attendance officer. If the student misses seven 

(7) unexcused days of home-based services, charges can be filed against the child and/or parents/

guardians. The home-based teacher’s records, school attendance documentation in Student            

Information System (SIS), and documentation of parents/guardians notification will be a key factor in 

the event of court proceedings. 

 
STUDENTS ON PROBATION 

All students who are currently on probationary status should be reported to their probation officer for 

any violations of school attendance. A copy of the attendance letter that is sent to the parents/

guardians advising them of their child’s absenteeism should also be sent to the probation officer after 

five (5) days of unexcused absences. The case should be referred to the probation officer at this point. 
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APPENDIX 

Loudoun County Public School Policy 

 

School Board Regulation §8-17, §8-14, and the Loudoun County Public School Student Rights and 
Responsibilities address student attendance directly. 

  

Excused Absences 

There are circumstances that may prevent a student's attendance in school. Such absences, when 
justifiable, are classified as excused absences for which there is no disciplinary consequence.   
Principals shall excuse students who are absent for any of the following reasons: 

1. Personal illness 
2. Death in the family 
3. Medical or dental appointments 
4. Court appearances 

In addition, principals may excuse students who are absent for any of the following reasons: 

5. Illness in the immediate family that requires the student to be absent 
6. Emergencies that require the student to be absent 
7. Trips or activities that enhance or extend the student's education, *when 
    approved by the principal in advance. 

 

Observance of a Religious Holiday 

Any student excused for observance of a religious holiday, and for whom verification is received 
as hereafter provided, shall not be deprived of any award or of eligibility or opportunity to      
compete for any award, or of the right to take an alternate test or examination, for any that the      
student missed by reason of such absence.  The parent or guardian of such student shall provide 
written verification to the principal of the need for such absence and the participation of such    
student in the observance of the religious holiday. 

 

Parents are required to contact the school to provide the date/s and corresponding reasons 
for a student's absence/s in order for the school administration to determine the excused or           
unexcused nature of the absence/s (or tardy). 

 

Unexcused Absences 

All absences not excused by the principal or caused by a student's suspension from school are 
classified as unexcused absences, which shall result in appropriate disciplinary consequence. 

 

Tardiness 

A student is tardy when he or she arrives at an assigned place after the time his or her school 
schedule requires him or her to be there. Tardiness may be caused by many things. Teachers and 
administrators should always determine the reason for tardiness. Occasional tardiness for valid 
reasons is not a serious offense and should be addressed appropriately. Repeated or habitual       
tardiness, however, encourages the formation of undesirable personal habits and disrupts the   
orderly instructional process of the school. Therefore, corrective action is required and the       
principal and/or teacher should employ appropriate disciplinary consequence. 
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Appendix (Continued) 

The Student Rights and Responsibilities – Requiring a Doctor Note   

“When a student is absent for all or any portion of the day, the parent or guardian is responsible  
for notifying the school of the reason and justification for the absence in a timely manner. At the 
principal’s discretion, a physician’s note may be required to excuse an absence.”  

 

Parental Responsibility 

School Board Policy §8-14 ~ Compulsory Attendance, addresses parental responsibility for student 
attendance. 

 

A student is entitled to a free, public education under the laws of the Commonwealth. To obtain the 
benefits of this free education, however, a student must be in regular attendance. The School Board 
fully endorses the concept of compulsory attendance, in a free, public system of education where 
the cost of a student's education is borne by the general citizenry. The Board has therefore adopted 
an attendance policy which sets forth absences which may be excused by a principal and provides 
that appropriate disciplinary action be taken when students have unexcused absences, are truant, 
or are tardy. The Board also provides an attendance officer to investigate violations of the        
compulsory attendance law and enforce its provision. 

 

Parents, guardians, or other persons having control of the child are charged with the duty of    
causing the child to attend school or receive instruction as provided by the law. 

 

Make up Work Missed Because of Absence 

School Board Policy §8-17 Admission and Attendance states: 

 

Absence from school for any period of time will result in loss of learning; it is important for each 
student to be present whenever possible to take full advantage of the educational opportunities  
offered by the school. All students who are absent will be required to make-up all significant work 
missed, except as provided by the principal for suspension absences. 

 

Whenever a student is absent, whether an excused or unexcused absence or a suspension          
absence, if the principal requires makeup work, a reasonable amount of time, consistent with the 
length of the absence, will be given the student to makeup the work missed. Upon return from    
absence, the student is responsible to initiate immediate action to makeup the work. Upon such  
request of the student, the teacher is responsible to provide assignments, tests, and other work 
that must be made up and to inform the student clearly when makeup work for which grades will be 
given is due. Failure to complete such makeup work within the time allowed will result in a failing 
grade for those assignments, tests, or other work. Makeup work turned in within the time allowed 
will be graded on the same basis as other work. 

 

Students 18 Years of Age or Older 

Students who are 18 years of age or older are not required by state law to attend school. If they 
choose to enroll, however, they are expected to be in regular school attendance under Policy §8-17. 
Any such student whose attendance record shows a pattern of violation of the attendance policy 
shall be warned in writing that continued failure to attend school regularly will result in disciplinary 
action.  If his or her attendance following that warning is still unsatisfactory, the principal shall    
notify the student in writing that he or she must come to the principal’s office for a hearing on his  
or her violation of attendance regulations.  If reasonable and acceptable explanations of absences 
are not produced at this hearing, or if the student does not appear for the hearing, the principal 
may take disciplinary action as authorized under Policy §8-27, Disciplinary Action by the principal. 

Unless the student is no longer under parental control, the notices, warnings, and hearings required 
by this regulation shall be given to both the student and his or her parents or guardians. 
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Attendance Reports That May be Generated From Phoenix 

 
 

Instructions on how to access Attendance Reports are posted in the 
Phoenix Attendance user guide available here.   
 

 
 
 

 

 

 

 

  

 

 
 

https://drive.google.com/file/d/1RYL31KW4LSPrUfQNgS1IAHz6TbG_zM22/view
https://drive.google.com/file/d/1RYL31KW4LSPrUfQNgS1IAHz6TbG_zM22/view
https://drive.google.com/file/d/1RYL31KW4LSPrUfQNgS1IAHz6TbG_zM22/view

