Attendance and Punctuality 2011-2012

Present, On Time, and Ready to Learn

At Aldershot School we believe that attending every class on time and ready to learn has a positive effect on student achievement.

It is in that spirit that we set out to encourage a school culture that:

· Recognizes the value of being present at every class, on time and ready to learn

· Promotes student responsibility 

· Improves communication between home and school

· Recognition of Exemplary Attendance and Punctuality

Students who have NO unauthorized absences or lates will be recognized by the school for their diligence, once after each midterm report and again at the end of each semester. 

· Process for Implementation

September 6 – 19, 2011

At the end of June Staff Meeting proposed changes to the attendance and punctuality monitoring process were presented to staff. Staff feedback and input have been incorporated and will be shared with staff on Thursday, September 1 and again on Monday, September 12 at the Staff Meeting.

Teachers will be asked to communicate attendance and punctuality expectations, process and consequences to students in each of their classes. Information in a form of a letter will be provided for teachers to give to students to take home to parents/guardians.

Admin. will reinforce attendance and punctuality expectations, process and consequences as part of the opening week grade assemblies taking place on Thursday, September 8.

Information will be posted on the school’s website and a synervoice message will go out on Friday, September 16 informing parents of the Monday. September 19 start date.

Starting Monday, September 19, 2011

Synchronization of school clocks is difficult to maintain. During the first week of school staff are asked to use their professional judgment to determine and communicate to students their expectations for what is to be considered on time for class.

Starting September 19, students who are late or missed class the previous day must bring an ADMIT slip from the office before being admitted to class.

Green ADMIT slip – verified and excused lateness/absence (e.g. parent call or note, school related event, etc.)

Red ADMIT slip – lateness/absence NOT authorized (e.g. tardiness, skip)

· Throughout the day teacher checks the admit slips, makes a note and records any red admit slips. 

· At the end of the day, student’s last period teacher collects the admit slip from the student and sends it down to the office with their attendance.

Start of Semester to Midterm and again Midterm to end of Semester:

1st red slip

Teacher speaks with the student and makes a personal contact with home to inform/remind parent/guardian of:

· reason for school’s focus on attendance and punctuality

· attendance and punctuality expectations and process

· consequences for unauthorized absences and lates

Teacher records on the Student Profile sheet the date of the first incident, conversation with the student, and parent contact.

2nd and 3rd red slips

Teacher directs student to:

· bring class work to be completed and 

· SIGN-IN/OUT in the Library for the first 30 min. of lunch (mainly Periods 3 or 4)

Teacher records this information on the Student Profile sheet

Teacher checks Library at the end of the day to ensure student compliance

· 1st failure to comply

· teacher speaks with the student and speaks with parent/guardian, doubles the time of the detention for the next day and records the conversations on Student Profile sheet

· 2nd failure to comply, teacher submits a copy of the completed Student Profile sheet to the VP for follow up

After the 3rd red slip

Teacher submits a copy of the completed Student Profile sheet to VP for follow up

At midterm, every student will start again with a clean slate and have an opportunity to improve.

· Review of the Attendance and Punctuality Process

At the end of the first semester, a team of teachers, office staff, students and parents will review the attendance and punctuality expectations, process, and consequences.

