Kingswood Elementary Attendance Plan

Committee Members

(Administrator, Counselor, Data Manager, Nurse, Social Worker)
	ABSENCES (per WCPSS Policy)

	Number of Days Absent 
	Action Taken
	By Whom

	3 Unexcused Absences
	Send 3 day letter home.

Make Parent Contact 
	Data Manager

Counselor 

	6 Unexcused Absences
	Mail 6 day letter
Work with child and family to analyze the cause of absences and make a plan for improvement.
	Data Manager

Counselor
Social Worker

	10 Unexcused Absences
	Mail 10 day letter         certified w/return receipt
Determine if parent is making “a good faith effort.”

Home Visit

Create Attendance 
Intervention Plan.
	Data Manager
Attendance Committee

	Required Medical Note 
&

Possible Court Filing

(with either 10 Unexcused or 15 Cumulative Absences) 
	Mail letter requiring a medical providers documentation of illness or appointment or absence will be unexcused

File with District Court if parent is barrier or with Juvenile Court if parent has made “a good faith effort.”
	Data Manager

Social Worker

	15 Cumulative Absences
	Mail 15 day letter regarding Compulsory Attendance Laws.
Home Visit

Create/Review/Revise/Monitor Attendance Plan
	Data Manager

Attendance Committee 


	25 Cumulative Absences
	Mail 25 day letter to parent regarding policy.
Review/Revise/Monitor Attendance Plan
Discuss Possible Retention
	Data Manager
Attendance Committee


	30 Excused or Unexcused Absences
	Hold attendance conference to discuss possible retention.
	Attendance Committee

	Tardies  (School Based Policy)

	Number of Days Tardy
	Action Taken
	By Whom

	5 Unexcused Tardies
	Send Tardy Letter
	Data Manager

	10 unexcused Tardies
	Send Tardy Letter

Make Parent Contact
	Data Manager

Counselor

	15 or More Unexcused Tardies

(in increments of 5)
	Send Tardy Letter

Make Parent Contact
	Data Manager

Social Worker
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