David Douglas School District

K-8 Attendance Protocol

PURPOSE:

The purpose of this protocol is to have clear, consistent expectations which are used at all K-8 David Douglas Schools.  Many David Douglas students move from building to building and the goal is to provide parents with a consistent minimum policy at all buildings and levels.

K-8 Attendance Protocol Components
1. Attendance Intervention Steps

a. Outline of the process and suggestions to additional support

b. Suggested Green Zone activities for school-wide, group and individual recognition

2.  Attendance Letters
a. 3 letters based on level of intervention

b. Translated into 3 languages- Vietnamese, Spanish, and Russian
3. Attendance Contract Example

4. Video
a. May be used at back to school night, family nights, etc.
5. District website/ Building Website
a. Information posted 
6. Handbook Information
7. Communications

a. Tips in newsletters at least  1 x month

b. Kinder flyer from county

8. Teaching

a. PBIS Lesson (adjust to fit your building style)
9. Acknowledgments

a. Recognition for 95%+ attendance min. quarterly

b. Notes to student/parent when attendance does improve from previous month

10. Training on FileMaker Pro
a. Counselors

b. Secretaries
11. School Notebook (provided by DO)
a. Record keeping materials/files

Attendance Intervention Steps

Team Members: Principal, Records Clerk/Attendance Secretary, Counselor, SUN Coordinator, Practicum/Intern

Data Reports: 1. All students below 90% YTD 2. All students below 80% monthly
Time: Attendance team meets at least 1 time a month (at regular intervals)

Agenda: Reviews the previous month’s attendance data.  Special circumstances are considered on an individual basis.  Use the process/steps below as the guideline. 

(Please note that the process above the line in each box is the district minimum requirement.)

	Attendance Letter 4 from Assistant Superintendent

This letter is used after all other options have been exhausted.  The principal may contact the Assistant Superintendent directly.  The letter will be sent from the office of the Assistant Superintendent.  In addition, a SRO home visit may follow this.


(
	Attendance Letter 3 (A3) from Principal
Attendance Intervention Team brainstorms possible interventions including: principal home visit, conference with the principal, call home from principal, DHS report/consultation, SRO home visit/consultation

	(

	Attendance Letter 2 (A2) from Counselor (Less than 90% Attendance)
Individual Tracking Form

Attendance Intervention Team brainstorms possible in-school interventions including: home visit, conference with counselor, call home from counselor, in-room reinforcement, counselor reinforcement based on function of behavior, set up auto phone call via school messenger to wake student up

	(

	Attendance Letter 1 (A1) from Records Clerk/ Attendance Secretary (Less than 90% Attendance)
Attendance Intervention Team brainstorms possible in-school interventions including: phone call home, determining if other agencies are involved

	(


Positive parent phone call home by teacher at 1st report of 10%+ missed school days (required)
Green Zone Suggestions
· Parent education: 

· Kinder Round-Up* 

· Evening events

· Back to School Night*

· Weekly/Monthly attendance tip in newsletter

· Conferences

· Annual flyer sent home annually (attendance factoids)*
· Individual Student Recognition

· 95% and up (monthly- not cumulative) recognition 

· at an assembly, receive certificate in class

· Quarterly treats for 95%-100% attendance (root beer floats, popcorn, recess, otter pops)

· Perfect attendance recognition

· Perfect attendance picture outside of classroom (can use Lifetouch photos) or take photo at lunch
· Group Recognition

· Classroom recognition (primary/intermediate) for highest attendance monthly average

· Daily flags put out recognizing classrooms with no more than 1 kid absent and no more than 2 tardies each morning- put in announcements the following day

· Attendance station in PBIS tours/walks*
Outcome: Improved Attendance

*strongly encouraged

Date

To the Parents/Guardians of:

Student Name

Address

Dear (Parent’s Name):

We know you care about your child and believe it is very important to give children the best opportunity to learn the skills necessary for success in their future.  Attending school on a regular basis is one way to support your child’s education.  This letter is to inform you that your child has missed __ out of ____ days enrolled.  This equates to an attendance rate of ____%.  Acceptable attendance, as reported to and mandated by the state, is being present 90% or more of the time.

Good Attendance---------- 95% or better

Acceptable Attendance---90.0%-94.9%

Chronic Absence---------- 80.0%-89.9%

Severe Absence------------less than 80%

If your child has to miss school because of illness, an appointment, or family emergency, please call the office (________) to report his/her absence.  Otherwise, we will call you at home after we take attendance to verify their absence.  A note should be sent explaining the absence once your child returns to school.  If there are special circumstances causing these absences, please contact us.  Our school nurse or counselor may be of help to you.

If you would like more information on why good attendance matters, please visit www.attendanceworks.org.  If you have any questions, contact myself or ________, Counselor.

Sincerely, 

Name

Records Clerk

Cc: Principal

Counselor

Classroom Teacher

Student File

L1/A

Date

To the Parents/Guardians of:

Student Name

Address

Dear (Parent’s Name):
This letter is to express concern about ___’s absences from school.  According to our records, your child has missed __ out of ____ days enrolled.  This equates to an attendance rate of ____%.  Research shows chronic/severe attendance contributes to low reading scores and an increased dropout rate of children.  Oregon law requires students to attend school (ORS 33.020 “Duty to Send Children to School”).  Acceptable attendance, as reported to and mandated by the state, is being present 90% or more of the time.

Good Attendance---------- 95% or better

Acceptable Attendance---90.0%-94.9%

Chronic Absence---------- 80.0%-89.9%

Severe Absence------------less than 80%

_____ has missed important classroom instruction this year and may fall behind if the attendance pattern continues.  I want your child to have a successful school year and to develop good school attendance.  Thank you in advance for your efforts to insure that ____’s attendance improves.  

Please call me at ____________ to discuss ways we can work together to improve your child’s attendance.  I am here to assist in whatever way I can.

Sincerely, 

Counselor

Cc: Principal

Classroom Teacher

Student File

L2/A

Date

To the Parents/Guardians of:

Student Name

Address

Dear (Parent’s Name):

Attendance is very important, and I am committed to having students attend (school name) every day, on time.  Our records indicate that ______ has missed __ out of ____ days enrolled.  This equates to an attendance rate of ____%.  This is considered a chronic/severe attendance problem.  As previously notified,   Oregon law requires students to attend school (ORS 33.020 “Duty to Send Children to School”).   Acceptable attendance, as reported to and mandated by the state, is being present 90% or more of the time.

Good Attendance---------- 95% or better

Acceptable Attendance---90.0%-94.9%

Chronic Absence---------- 80.0%-89.9%

Severe Absence------------less than 80%

A meeting has been scheduled for (insert date and time).  We will be discussing ways we can work together to improve this attendance issue.  If this time is not convenient, please call me to re-schedule.  If you cannot schedule a conference at this time, I will be contacting you to set up a home visit. If we are unable to schedule a conference or home visit, I will be contacting the Assistant Superintendent’s office, and possibly making a call to the Department of Human Services to report our concerns.  

Thank you in advance for your support in assisting your child with consistent school attendance.

Sincerely, 

Principal

Cc: Counselor

Classroom Teacher

Student File

L3/A

SCHOOL ATTENDANCE CONTRACT

DATE OF MEETING:  _______________________________________

Student:
____________________________________________________________________________  Grade ________________

School:
____________________________________________________________________________________________________

% of days present ______________ # of days absent ______________   # of tardies  ____________

People present _______________________________________________________________________________________________

REASON(S) FOR ATTENDANCE DIFFICULTIES:

Student’s explanation for attendance difficulties:

_________________________________________________________________________________________________________________

Parent’s view of attendance difficulties:

_________________________________________________________________________________________________________________

School staff input regarding attendance difficulties:

_________________________________________________________________________________________________________________

AGREEMENT:

Student agrees to the following to address the above attendance concerns:

_________________________________________________________________________________________________________________

Parent agrees to the following to address the above attendance concerns:

_________________________________________________________________________________________________________________

School staff agrees to the following to support the attendance improvement of the student:

_________________________________________________________________________________________________________________

Signature of Student:
_________________________________________
Date:  ______________

Signature of Parent:
_________________________________________
Date:  ______________

Signature of Staff:
_________________________________________
Date:  ______________

Check in Date: _______________________ # of Absences ____________ # of Tardies____________

Check in Date: _______________________ # of Absences ____________ # of Tardies____________

From Student Rights and Responsibilities Handbook
Attendance

A student’s achievement in school is directly related to attendance. Regular attendance is required by Oregon law for all children ages 7 to 18.

1. Excused absences

An absence may be excused by the administration for: 

- student illness

- a serious family emergency

- a medical appointment which

cannot be scheduled after school

-an authorized religious holiday

-a prearranged absence

2. Pre-Arranged absences 

Prearranged absences require advance notice in writing. Each teacher and an administrator must give prior approval in order for a student to receive a prearranged absence. Students may receive no more than five days of prearranged

absence during one school year.

3. Unexcused absences

Any absences which do not fall into the excused or prearranged categories qualify as unexcused absences. This category includes skipping, suspension, failure to bring proper excuse, babysitting younger brothers and sisters, etc.

4. Tardiness

Tardiness interrupts the learning process in the classroom.

• Students arriving at school late should have a note of explanation from their parent.

• Disciplinary action will result from excessive tardiness to school and/or individual classes.

5. Makeup work

It is the student’s responsibility to contact the teacher when the student returns to  school and make arrangements to make up work missed. All work missed due to excused or unexcused absences must be made up within a prescribed period of time given by the individual teacher in order for the student to receive credit.

6. Excessive absences

Students who have chronic absenteeism in school tend to continue this pattern which may effect their academic performance and work habits when employed. The school will make an effort to keep parents informed about their student’s

attendance habits. When a student has been absent five days, school personnel may begin an inquiry, contact the parent or guardian, check excuses, begin to keep written records of the inquiry, etc. Referrals for excessive absences also may be made to the Portland Police.

7. Other regulations

• Students leaving school for any reason must sign out in the school office.

• Only parents, legal guardians or their authorized representatives are permitted to pick up a student at school.

• Unauthorized visiting by youngsters not enrolled in the school is not permitted.

• Students are expected to go directly home after school unless they participate in a scheduled activity or are required by a teacher to remain.  If a student is asked to remain after school to finish work, help a teacher or for disciplinary reasons, effort

will be made to contact parents.

8. Perfect Attendance Award

Students are considered to have perfect attendance and be eligible for the Perfect Attendance Award when they have been present, on time, and have not left early every day school is in session. There are no exceptions for the Perfect Attendance Award.

9. Exemplary Attendance Award

Students are eligible for the Exemplary Attendance Award if they have five or less absences (including tardies) for the school year.

Attendance Call Back System:

Guidelines and Expectations

School Staff Expectations:

• Classroom teachers should make every effort to report attendance by 9:20am

• Ask parents to update their contact information at every conference AND when changes occur 

• Print these guidelines in school newsletters every trimester 5

Office Staff Expectations:

• Begin calling the parents of every child who is absent by 9:30am, unless the parent has already notified the school of the absence

• Calls should be made in the following order, unless directed otherwise by individual parents:

1. Home (this number appears on the absent list in eSIS)

2. Parent cell phone (often, this doubles as the home phone)

3. Parent place of employment 

• Leave a message whenever possible and make note of the time

• Make a reasonable effort to speak to a live body to verify attendance

Parent/Guardian Expectations:

• Keep contact information updated 

• Call the school every day their child is absent by 9:15am

• Let the school know in advance if their child has a scheduled appointment or if the child will be out for a significant amount of time
PBIS Lesson on Attendance

Draft 5-11

Step 1:  Review School Wide Rules
Be Safe:  Protect people’s bodies and feelings.

Be Respectful:  Be polite and cooperative with others.

Be Responsible:  Be honest about your thoughts and choices, whether good or bad.

Step 2:  Teach expectations for specific settings
	BE SAFE
	BE RESPECTFUL
	BE RESPONSIBLE

	( Come to school unless you have a fever or are throwing up


	( Be on time to class every day


	(Be Ready

     Night Routine

      Morning Routine

(Every Day on Time 

(Have a backup plan if you miss the bus or parent is unable to bring you




Step 3:  Tell why attendance is important
Good Attendance-----95% or better (missing 9 days or less over a school year)

Acceptable Attendance-----90%-94% 

Chronic Attendance----- 80%-89%

Severe Attendance-----less than 80%

· Learning-important skills and concepts are taught every day.  It can be difficult to make up missed work.

· Friendships/belonging-Hard to have friends if you miss a lot of school. Sense of community

· Good Attendance is building the foundation for a successful future/life: What do you want? 

Step 4:  When to come and when to stay home
· Example: You come everyday unless you have a fever and or are throwing up.

· Example: If you have  a Dr. or Dental appointment the morning or afternoon you can still come before or after

· Role Play Scenario: Nighttime/Morning routine role play. Ex. Homework in back pack by the front door. Lay clothes out night before. Use an Alarm Clock to wake up. 

· For Middle School: Can also talk about time management
· Role play additional scenarios (of your choice, appropriate to grade level) to show how to act safe, respectful, and responsible in these setting.  Encourage and support appropriate discussion/responses.  Minimize attention for inappropriate responses.

· Class/partner discussions.

· Brainstorm a list of what appropriate behaviors “look like” and “sound like” (T-chart).

· Perform a skit.

· Students can teach other students about rules, in native languages.
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