	ATTENDANCE POLICIES AND PROCEDURES


Tucson High Magnet School faculty and staff believe that academic success is dependent upon regular attendance.  Therefore, it is essential for students, parents, faculty and administrators to work together to promote good attendance.

Arizona State Law says financial aid to public education is based on the enrollment and the daily attendance of students.  According to the Arizona Revised Statue (15-210), “Duties of Teachers”, the teacher must record attendance in MOJAVE.  Students are not to input attendance. The Register (grade book) is considered a legal document and may be used in court.

ATTENDANCE

The State of Arizona has developed the Student Accountability Information System (SAIS) to track student information more accurately and thoroughly.  The ever-expanding technology now makes it possible to track real-time students.  Enrollment will be reported daily to the state directly via the Internet.  It is imperative that accurate attendance is submitted by the deadline daily.  This will ensure the Attendance Staff ample time to process and report the information to parents and the state.   No Show listing will begin within 10 days to report students listed in your classes who have not yet reported to classes.

ATTENDANCE PROCEDURES ONLINE
Attendance must be entered as follows: Attendance must be submitted online no later than 15 minutes after class starts. No Exceptions.  Teachers will receive a notice if attendance is late.  Please understand all attendance is now reported daily via Internet, directly to the State Department, therefore, teachers need to turn in attendance by the deadline indicated above.  Accuracy is imperative!
VERIFICATION SHEETS

Verification sheets will be placed in teacher mailboxes by Monday morning.  Make sure Verifications are returned to the Attendance Office by Tuesday afternoon no later than 3 p.m. Verification sheets are a print out of what was marked online when taking attendance.  Verifications need to be checked and corrected on a weekly basis.  
If you detect a mistake, simply cross out the error and write in the correction.  Sign all verification sheets.  By signing these, you are confirming you have reviewed the the information.  If not signed, it will be returned to your box for signature.  If your attendance/verification is consistently late, this matter will be turned over to the appointed administrator.  
If you have a student who has turned in an absence note to you, please submit this to the attendance office. If you have a student who has brought a note from another office, thus making him/her late to class please specify this on the verification forms.  If an absence appears on the computer unexcused when inputting corrections for your verifications, we will leave it unexcused.  
FIELD TRIP FORMS

Form A- List all students attending the scheduled field trip.  This form must be turned in at least 48 hours prior to a field-trip.  Submit one copy to the Attendance Office and one copy to the office in charge of the Daily Bulletin.

Form B - This list should state the students previously written on Form A that did not attend the field trip.  It is very important that this form is completed and returned immediately after a field trip.  

EARLY RELEASE AUTHORIZED BY A PARENT/NURSES OFFICE
If a student has brought a note to the Attendance Office stating she/he must leave early, they will be issued a blue off campus slip signed and time stamped by the Attendance Office.  If a student is ill, he/she will need to go to the Nurse’s Office first.  Then he/she will also receive an off campus blue slip which will be signed and time stamped by the Nurse’s Office.
TARDIES
First tardy:
Teacher conference/warning with student.

Second tardy:  Home contact (document home contact or attempts made) and teacher 



intervention.  This might be in class detention, special projects or assignments.
Third tardy (and every tardy thereafter):



Referral to Discipline Office for detention 

A tardy of more than twenty minutes is legally defined as an absence, per ruling from the 
Attorney General’s Office.

Contrary to past practice, there will be more personnel to implement this policy, five assistant principals, six discipline liaisons, one drop out prevention specialist and 4 attendance technicians.

Reminder:  Tardies accrue per quarter, unexcused absences accrue per semester.
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