
Excerpt from SCS Student Handbook—pages 17-18 
 
Attendance Policies  
Covers all Day Classes, Evening ESL, and Night School 
 
Excused and Unexcused Absences 
A record of attendance is taken at the beginning of every class. When a student is absent from school 
without prior notice, the administration office will contact the student’s parent, host-parent, or legal 
guardian. Upon returning to school, a student has two days to report to the office with a written note from 
the parent, host-parent, or legal guardian that explains the nature of the absence (a phone call or email 
will also suffice). Failure to do so will result in an unexcused absence. Students will not receive credit for 
homework that has been missed due to an unexcused absence. However, they may be required to 
complete the assigned work. Students who bring a note to the office will receive an admit slip. The 
student must show the admit slip to the teacher to be admitted back into class, and depending on the 
excused/unexcused status of the absence, may have the opportunity to make up the missed work for 
credit. A dormitory student who is absent from classes due to illness is not allowed to participate 
in after-school clubs or activities, neither may the student leave campus at any time during or 
after school, without special permission from the main office. 
 
 
Pre-Arranged Absences and Early Dismissals 
Students and families who are aware of dates that the student will be absent should notify the school. 
Parents should be aware that absences have a negative effect on academic performance. NOTE: 
Absences, either excused or unexcused, that result in a student missing a graded presentation, exam, or 
performance cannot be made up due to the public nature of the event. If a student desires to receive 
credit for this grade, they need to complete it before they leave.  
An absence for a part of the school day should be arranged one day in advance. A note from the parent 
or guardian should state the dismissal time and purpose of the request. Students will be released only if a 
parent, host-parent, or legal guardian picks up the student. Students will not be released to friends, 
siblings, or relatives unless permission from a parent, host-parent, or legal guardian has been received 
prior in writing. Students returning from an early dismissal must check in with the administration office 
before proceeding to class. Students who leave campus without permission will be given an 
unexcused absence and could possibly receive disciplinary action for truancy. 
 
Tardiness 
A student who is not present in class when the bell rings is tardy. A tardy is excused if the student has an 
admit slip from a staff member. A student gone for more than 10 minutes of the class will be recorded as 
absent. Three tardies will be counted together as one absence. 
 
Attendance Policy 
This policy is designed to accurately reflect a student's efforts regarding attendance. 

• Students will be allowed 3 absences for each class (excused or unexcused) each quarter 
without repercussions. 

• Starting with the 4th absence, a penalty of 10% will be assessed to their final quarter 
grade. 

• Each absence after the 4th absence will result in another 10% reduction of the final quarter 
grade. 

• 3 tardies equals 1 absence. 
• A tardy over 10 minutes is counted as an absence. 

Exceptions 
The only exceptions to the Attendance Policy are as follows, and must include proper documentation: 
School-related field trips and sports activities, family emergencies, visa-related proceedings, and long-



term illness. All other absences may be appealed to the principal in writing. The school discourages 
parents from allowing their student to miss school for haircuts, shopping trips, extended holidays, 
purchasing tickets, or other activities that can be scheduled after school hours. We ask for your help in 
getting them to school on time and in allowing them to miss school only when it is absolutely necessary. 
 
Absence Notification 
The parent/guardian will be notified each time a student is absent from class, and at times it may be 
necessary to call for a meeting between the parent/guardian and school administrator as well.  
 
The following schedule will be used to account for accumulated absences as it reflects on the student’s 
quarterly grade in each class. Please remember total absences are the sum of absences plus tardies. 
Three tardies equal one absence (i.e., a student with 2 absences and 6 tardies has 4 total absences). 

 

Absences Consequences 

4 Student's quarter grade will be reduced by 10%. Also, one electronic toy (phone, laptop, etc.) 
will be confiscated for the remainder of the quarter, so the student can focus on school work. 

5  Student's quarter grade will be reduced by 20%. Also, a second electronic toy will be 
confiscated for the remainder of the quarter. 

6 Student's quarter grade will be reduced by 30%.  

7  Administrative action and possible removal from the class.  


