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MIDDLE & UPPER SCHOOL 
Attendance Policy Summary 

 

In the summer of 2022, a group of faculty and administrators convened to review the middle and upper 
school attendance policy in light of significant challenges around attendance that evolved emerging from the 
pandemic. Teachers, students, and parents expressed concerns about policy and enforcement. The team 
developed the following policy, agreed upon by the executive committee of the Board of Directors and 
adopted on July 27, 2022. 
 

Attendance Marks:
● P = Present 
● TU = Tardy Unexcused 
● TE = Tardy Excused 
● AU  = Absent Unexcused 

● AE  = Absent Excused 
● SE = School Event 
● SA = Scheduled Absence

 

Key Points: 
● Missing ≥25% of a class will result in a student being marked as Absent from that class 
● Missing <25% of a class may result in being marked as Tardy per the individual teacher’s late policy 
● >12 total absences (Excused + Unexcused) will result in a meeting between the student, the student’s 

parents, the teacher(s), attendance manager, and Dean of Students  
● Students will not be marked absent for school trips, including college visits and participation on a SA 

sports team 
● Only the attendance manager can mark an absence as Excused. Teachers cannot excuse an 

absence 
● Parents must provide SA with documentation within 7 days of a student’s return to school in order 

for an absence to be Excused 
 

Examples of Excused Absences: 
● Death in the family (Documentation Req’d) 
● Hospitalization of immediate family member (Documentation Req’d) 
● Arrest or trial of immediate family member (Documentation Req’d) 
● Weddings, graduations, & births (Documentation Req’d) 
● Temporary or Minor Illness 
● Deployment or return from deployment of active duty military family member 

 

Examples of School Events:
● Membership on an SA sports team 
● SA class trip 
● Staffing an on campus SA event 
● College Visit (Documentation Req’d) 

● Volunteering (Documentation Req’d) 
● Job Fairs / Interviews (Documentation 

Req’d)

 

Examples of Acceptable Documentation: 
● Doctor’s note on doctor’s office letterhead 
● College tour itinerary 
● Note from a volunteer event supervisor 
● Job fair employer handouts 
● Potential employer contact information 
● Event Program (Funeral, Wedding, Graduation) 
● Court or police records 
● Notes from court clerks or attorneys on letterhead 
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MIDDLE & UPPER SCHOOL 
Attendance Policy in Full 

 
Introduction 

● This section covers responsibilities of teachers for taking attendance, school wide policies for 
tardiness, absences, and parent notification. Also included in this section are the definitions of 
particular terms, the excused/unexcused appeal process and the identification of key SA staff 
members involved in attendance procedures. Terms that have a specific definition listed in this 
section are identified by bold print.  

 
● To be effective, classes rely upon all students’ participation and contribution. Student absences can 

therefore detract significantly from everyone’s learning experience. For that reason, parents are urged 
not to plan trips or schedule appointments that require students’ absence from classes unless doing 
so is unavoidable. 

 
1) Taking Attendance 

● Attendance will be taken by the students class teacher in LS once daily in the morning. Attendance 
will be taken every class period by MS/US teachers and recorded prior to 3:30pm the same day. 
Teachers record students as either Absent (Unexcused), Tardy (Unexcused), or Present.  
 

● Failure of a teacher to take attendance will result in all students being marked as present. 
 

● Changes to the class attendance from an Absent (Unexcused) or Tardy (Unexcused) mark to one 
of the excused marks (e.g. Absent (Excused), Tardy (Excused), Scheduled Absence, School 
Event, Chronic Condition) can only be made by the Attendance Manager at their discretion upon 
review of any Acceptable Documentation sent to SA prior to the deadline described in section 4 of 
this policy, or at the direction of the Dean of Students, Director of US/MS, or Head of Schools per 
the appeals process described in section 6 of this policy. 

 
2) Tardies 

● Tardiness (being late to class) can cause significant interruption to lessons, distract other students, 
and cause the tardy student to miss important information. Accordingly, students are expected to 
arrive to class on time. Teachers may set their own tardiness policies in their course policies, outlines, 
or syllabi.  

 
● Reasons to change a Tardy (Unexcused) to Tardy (Excused) will follow the same procedures as 

those governing the Absent (Unexcused) and Absent (Excused) marks in section 3 of this policy. 
 
3) Absences 

● Students that miss ≥25% of a class’s allotted time will be marked as Absent (Unexcused). Teachers 
can not  excuse a student’s absence. For a list of reasons that would constitute an Absent (Excused) 
mark, please see section 5 of this policy. Students will not be marked absent when attending a School 
Event.  

 
● It is the student’s responsibility to make-up any work missed due to either an excused or unexcused 

absence. Students have the same amount of class days as days missed to complete any missed work. 
Teachers may not award credit for make-up work resulting from an unexcused absence.  

 
● Students are allowed 12 absences per class, regardless of whether or not they are excused. Additional 

absences jeopardize matriculation to the next grade level and will result in a meeting between the 
student, the student’s parents, the teacher(s) of the affected class(es), the attendance manager, and 
the dean of students to determine appropriate action. 
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● Parents will be notified by the school ≥3 times prior to 12 absences in a class per section 4 of this 

policy. 
 
4) Notifications  

● When SA will notify a student’s parents regarding attendance issues: 
○ Parents will be notified by the school through email when their student is marked as Absent 

(Unexcused) or Absent (Excused) to 5 periods of the same class, 10 periods of the same 
class, and 11 periods of the same class.  
 

○ Parents will be notified by email and phone call when their student is marked as Absent 
(Unexcused) or Absent (Excused) to 12 periods of the same class.  

 
○ Parents will be notified by the school through email when their student is marked Tardy 

(Unexcused) or Tardy (Excused) to 5 periods of the same class, 10 periods of the same 
class, and 11 periods of the same class. 

 
○ Parents will be notified by email and phone call when their student is marked Tardy 

(Unexcused) or Tardy (Excused) to 12 periods of the same class. 
 

● When a parent must notify SA about a student’s absence: 
 

○ SA must be notified within 24hrs if a student is absent for <3 days due to a Temporary or 
Minor Illness 

 
○ If a parent believes that an absence should be excused per section 3 and section 5 of this 

policy, for a reason other than temporary or minor illness, then the parent must provide a 
form of Acceptable Documentation of the cause of absence within 7 days of the student’s 
return to school. 

 
○ If a parent knows their student will be absent, the parent must notify SA as soon as possible 

prior to the Scheduled Absence. The student will then be provided with a signature sheet 
that will require them to plan a method for making up work missed in any class for which 
they will not be present. Failure to complete the signature sheet prior to the absence or 
failure to complete the make-up work as assigned will result in the absence being classified as 
unexcused. 

 
5) Definitions 

● Attendance Manager : Staff member appointed by the Head of School to organize and maintain 
the attendance records for the US and MS.  

 
● Absent (Unexcused) : Anytime a student is not in class for ≥25% of that class period they will be 

marked as Absent (Unexcused). This is the default mark for students who do not attend class 
without any prior notification made to SA. Prior notification does not guarantee that an absence will 
be excused. Work missed due to an unexcused absence may not be accepted for credit by the 
teacher(s) of the affected class(es). This mark counts toward a student’s total absence count.  
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● Absent (Excused) : Anytime a student is not in class for ≥25% of that class period for one of the 

reasons listed below, they will be marked as Absent (Excused), provided their parent notifies SA 
within the time period defined in section 4 of this policy. Work missed due to an excused absence 
will be accepted for credit by the teacher(s) of the affected class(es) if submitted within the same 
number of days missed. This mark counts toward a student’s total absence count.  

○ Death in the family (Documentation Required) 
○ Hospitalization of immediate family member (Documentation Required) 
○ Arrest or trial of immediate family member (Documentation Required) 
○ Weddings, graduations, & births (Documentation Required) 
○ Temporary or Minor Illness 
○ Deployment or return from deployment of active duty military family member 

 
● Scheduled Absence : Anytime a student is not in class for ≥25% of that class period but has 

provided advance notice of their absence and completed a signature sheet for the affected classes, 
they will be marked as Scheduled Absence. Work missed due to an excused absence must be made 
up in accordance with the specifications noted on their signature sheet. Failure to make up work will 
result in the absence being reclassified as unexcused, and missed work may not be counted for credit. 
This mark counts towards a student’s total absence count. 

 
● Tardy (Excused) : Anytime a student misses <25% of a class and has been marked as Tardy 

(Unexcused by their teacher, it may be converted by the Attendance Manager to Tardy (Excused) if it 
meets one of the criteria listed for an Absent (Excused) mark, upon receipt of notification and 
documentation of the excusable cause. This mark counts towards the students total tardy count. 

 
● Tardy (Unexcused) : Anytime a student misses <25% of a class but more than the allotted time in a 

teacher’s course policy, outline, or syllabus, they may be marked as Tardy (Unexcused). This mark 
counts towards the students total tardy count. 

 
● School Event : If a student is tardy or absent from a class for one of the reasons listed below, they 

will be marked as School Event by the Attendance Manager. Work missed due to a school event will 
be accepted for credit by the teacher(s) of the affected class(es) if submitted within the same number 
of days missed. This mark will not count toward a student’s total absence count. 

○ Membership on an SA sports team 
○ SA class trip 
○ Staffing an on campus SA event 
○ College Visit (Documentation Required) 
○ Volunteering (Documentation Required) 
○ Job Fairs / Interviews (Documentation Required) 

 
● Chronic Condition : Any documented medical condition which may cause a student to miss 

multiple classes throughout the school year. Chronic Conditions require a medical diagnosis and 
documentation with the SA Nurse and Student Support Team. Some examples of potential chronic 
conditions are listed below. If a parent believes that their student may have a chronic condition, they 
should seek professional medical care and notify the school as soon as possible. Work missed due to 
a chronic condition will be accepted for credit by the teacher(s) of the affected class(es) if submitted 
within the same number of days missed. This mark will not count toward a student’s total absence 
count. 

○ Cancer Treatments 
○ Auto-immune Diseases 
○ Severe Anxiety Disorders 
○ Orthodontic work requiring professional adjustment >1 a month 
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● Temporary or Minor Illness : SA defines this as an illness that does not require a doctor visit, 

prescribed medication, or other professional medical services. In keeping the best interest of our 
students, SA requires a doctor’s note to excuse any absence as a result of an illness that lasts for ≥3 
days. 

 
● Acceptable Documentation : All documentation must include a date and contact information for 

verification.  
○ Doctor’s note on doctor’s office letterhead 
○ College tour itinerary 
○ Note from a volunteer event supervisor 
○ Job fair employer handouts 
○ Potential employer contact information 
○ Event Program (Funeral, Wake, Wedding, Graduation) 
○ Court or police records 
○ Notes from court clerks or attorneys on letterhead 

 
6) Appeals 

● If a student or parent believes that an unexcused mark should have been converted to an excused or 
present mark, they must complete the following process. 

1) Request an Attendance Appeal form from the Attendance Manager. 
2) Complete the Attendance Appeal form with the following information 

a) Name of student 
b) Class(es) affected 
c) Date(s) of absence 
d) Reason for absence 
e) Any applicable documentation 

3) Return the Attendance Appeal form to the attendance manager 
 

The appeal will then be reviewed by the Attendance Manager, if they do not approve a change they 
will note their reasons and pass the form on to the Dean of Students. If the Dean of Students 
approves a change they will instruct the Attendance Manager to make the change. If the Dean of 
Students does not approve a change, they will note their reasons and pass the form on to the 
Director of MS/US. If the Director of MS/US approves a change, they will instruct the Attendance 
Manager to make the change. If the Director of MS/US does not approve the change, they will note 
their reasons and the parent will be notified of the decision.  

 
● If a student or parent’s initial appeal has not been approved by the Attendance Manager, Dean of 

Students, or Director of MS/US, they may request a meeting with the Head of School via email. The 
Attendance Manager must be cc’d on the meeting request so that they can provide all documentation 
to the Head of School prior to the meeting. 
 

● The Head of School will not approve any change that has not already been reviewed and declined in 
accordance with the initial appeal process described above. 

 
7) Staff Members 

● Faculty Liaison : Mr. Sean Spofford 
● SA Nurse : Nurse Mary Howard 
● Attendance Manager : Mr. Joe Braun 
● Director of MS/US : Mr. Cole Heiderich 
● Head of School : Mr. Trey Adams 


