ATTENDANCE PROCEDURES
‑ Aeries ‑
Teachers will receive an add/drop list if such affects your class roster.  The add/drop list shows any student who entered or left your class on the preceding school day.  It is printed by teacher name and will only be printed if changes took place the preceding school day affecting you.

You will receive weekly attendance summary sheets on Monday which must be signed and dated in ink as certified by you.  Then the sheet must be returned to the Attendance Office immediately.

WHEN A STUDENT IS ABSENT:
     a.  
Teacher enters absence in rollbook at the beginning of the period.
     b.  
Attendance is taken each period on-line. DO NOT WAIT UNTIL END OF DAY TO DO YOUR ATTENDANCE.

     c.

Mark student absent even if you know they are on field trip/activity, sport, etc.

WHEN A STUDENT IS TARDY:
a.  
Mark the teacher's rollbook (do not mark on-line) to indicate that a student is tardy (any time after second bell).
     b.  
Do not send a student who is less than 10 minutes late to the Attendance Office.  Accept the student into your class.
c. If a student is more than 10 minutes late, issue a detention for one hour.

d. At the fourth tardy, issue a detention for one hour.At 5th tardy, issue detention for two hours.  At 6th tardy,issue detention for three hours.  At 7th tardy, refer to Assistant Principal.

WHEN A STUDENT NEEDS TO LEAVE YOUR CLASS FOR AN EARLY DISMISSAL (i.e. appointment):
a. Student will present you with a pass from the Attendance Office for an early dismissal.

WHEN A STUDENT LEAVES YOUR CLASS ON A PASS:
     a.  
Do not mark him/her absent on-line.

HOW A STUDENT RETURNS TO CLASS AFTER AN ABSENCE:  The parent is to either call the school or send a note with the student the following day.  Students may return to class the next day. If a call or note is not received, detention will be assigned through the Attendance Office as a consequence for having been truant. 
ATTENDANCE PROCEDURES and MAKE-UP FOR ABSENCE PROCEDURE and Aeries PROCEDURE ‑ CLASS RECORD BOOK 
MAINTAINING CLASS ATTENDANCE:  Each teacher will receive, at the beginning of the school year, a Class Record Book.  These will be the official record of grades and attendance for the school year.  They must be kept accurately in ink and be up‑to‑date at all times.  These books will be collected at the end of the school year and maintained in the office for future reference.
Quarter grades, semester grades, tardies and absences are to be kept in ink.
     1.  Identify every sheet by subject, year, period and semester.
     2.  Include scale of points, if a point system is used.
Below is the system of recording attendance in your classes to be used to provide uniformity:
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RESPONSIBILITY OF THE TEACHER:  Each teacher shall personally be responsible for taking roll at the beginning of every class and recording any absence in the roll book.  The Aeries On-line attendance should be logged in computer by end of period.

MAKE‑UP FOR ABSENCE
A student who has been absent from a course for any reason is expected to contact the teacher and determine what work he missed.  The teacher must allow the student 2 days for every day absent to make up missed work for all absences other than truancies and suspensions.  It is left to the discretion of the teacher whether a student who has been truant or suspended will receive credit for make‑up work.  All work given on the day of an absence must be allowed to be made up.  Any lesson that cannot easily be repeated should have an equivalent assignment available for absent students to maintain their grade and reduce the effect of missed course content.  It is the teacher's responsibility to notify a student when work is expected to be made up before a field trip or athletic trip.
Transfer students who transfer "in" during the semester should be given some consideration at grading time so that they are not penalized.  The registrar will provide transfer grades to the teacher, when available.  Meanwhile, the student should be assumed to be passing when he enters the class.
Faculty members are reminded that if they give a student an "incomplete" at grading time, it is the teacher's responsibility to notify the student as soon as possible what work must be completed in order to remove the "incomplete", and to establish a deadline in this regard.  An "incomplete" should not exist for more than four weeks following the student's return to school except in extreme emergencies.  (Preferably, this should be for a much shorter period).  It is the teacher's responsibility to notify the registrar and the appropriate counselor when an "incomplete" has been made up and what the final grade is to be.
