	STUDENT ATTENDANCE ACCOUNTING


Office Procedures Guide

Elementary School / Middle School / High School
Subject:   Absence Reason Codes

	Code


	Description
	Type
	Absence

Approval

	A
	Alt Inst. In-house Suspension, Time-Out
	Not Absent
	

	B
	School Business
	Not Absent
	

	C
	Cold (sore throat, runny nose, cough, congestion
	Excused
	Y

	D
	School Defined
	Not Absent
	

	E
	Family Emergency or Illness, Immunization Non-Compliance
	Excused
	

	F
	Flu (vomiting, diarrhea, fever)
	Excused
	Y

	G
	Death in the Family
	Excused
	

	J
	Court Appearance
	Excused
	

	K
	Pink Eye
	Excused
	Y

	L
	Head Lice
	Excused
	Y

	M
	Medical Appointment
	Excused
	

	N
	Non-Contagious Illness (broken bones, hospital stay, asthma, etc.)
	Excused
	

	O
	Other widespread Illness (contagious disease not already listed, adverse weather conditions, concerted refusal to attend)
	Excused
	Y

	Q
	Chronic Illness Absence (must be certified)
	Excused
	Y

	R
	Religious Holiday
	Excused
	

	S
	Suspended
	Unexcused
	

	T
	Planned Trip, Personal Reasons
	Excused
	

	U
	Unexcused
	Unexcused
	

	V
	Mumps
	Excused
	Y

	W
	Measles
	Excused
	Y

	X
	Chicken Pox
	Excused 
	Y

	Y
	Rubella
	Excused
	Y

	Z
	Strep Throat
	Excused
	Y


Note:  All absences coded with an absence qualifying for the Absence Approval Report (Y) must have documentation from the Telephone log, Sign-In/Sign-Out log or note.  This note must be returned to the Attendance Office immediately.  
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