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TO: - Members of the State Board of Education
FROM: Bernard J. Sadusky, Ed.D.
DATE: June 26, 2012

SUBJECT: Local School Systems’ Application of COMAR 13A.08.01.05, Student
Attendance Policy, to Suspended Students

PURPOSE:

To provide information requested by the Board at its May 22, 2012 meeting on the application of
regulations regarding attendance to students who are suspended out-of-school.

BACKGROUND:

The Code of Maryland Regulations 13A.08.01.05, Student Attendance Policy, requires that each
local school system develop a student attendance policy with certain components
(ATTACHMENT I). The regulations require a student attendance procedure which includes:
(a) a record keeping format; (b) intervention strategies and procedures for dealing with
absenteeism at the beginning stages of the problem as well as chronic absenteeism; and (c) a
referral process to student services or other central office professionals for case management of
chronic attendance cases 13A.08.01.05(6).

At the May Board meeting, staff was requested to find out if local school systems apply the
requirements of this regulation to cases in which students have been suspended out-of-school.
The Directors of Student Services in Maryland’s twenty-four local school systems were posed
with the following question and example:

“In terms of students who have been suspended and that is part of their absenteeism, what do you do in terms of
(B)(6)? If a student has a three day suspension and he/she has been absent 2 additional days, do you put in place
intervention strategies for that student? The numbers here don’t matter; I am simply trying to find out if this 4
regulation is applied in cases of suspension.”

A compilation of the responses is found in ATTACHMENT II. Baltimore City and Somerset
County provided detailed information on their attendance monitoring procedures. Those are
contained in ATTACHMENTS III and IV.
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EXECUTIVE SUMMARY:

All twenty-four school systems have in place procedures to monitor attendance and intervene in
cases where there is a pattern of chronic absences. In regards to the specific question about
whether out-of-school suspensions which are excused absences figure into the count of days
absent to trigger the interventions, responses varied. Fifteen school systems do count excused
and unexcused absences in their chronicle of days absent and do put their intervention strategies
and processes in play when a student accrues a number of absences. Nine school systems do not
count out-of-school suspensions (excused absences) in order to implement their intervention
strategies and processes. Thus, there is some variance in the application of COMAR
13A.08.01.05 across the State to students who are suspended.

This variance can be remedied by staff in the Division of Student, Family, and School Support
through guidance and technical assistance if it is the Board’s intent that this particular regulation
applies to all student absences, both excused and unexcused.

ACTION:

For information and discussion.

BJS:CJB

Attachments (4)



(ATTACHMENT I)
COMAR 13A.08.01.05, Student Attendance Policy
.05 Student Attendance Policy.
Each local school system shall develop a student attendance policy which includes:

A. A general statement dealing with the local school system's purpose and rationale for promoting regular school
attendance.

B. Rules, Definitions, and Procedures for Policy Implementation.

(1) Reasons for lawful and unlawful absences and tardiness include lawful/unlawful absence as defined in
Regulations .03 and .04, of this chapter. Clarification of special situations for unlawful absence may also be
identified.

(2) Standards for regular attendance include minimal requirements for student attendance in order to foster
continuity of the instructional program. The standards for school attendance may identify a specific number of
excessive or unlawful absences allowed within a marking period, semester, or school year.

(3) Procedure to verify absences/tardiness includes responsible persons, time limits, and methods of absent/tardy
verification.

(4) Penalties for not meeting standards for regular attendance requirements include actions taken by school system
staff when a student is unlawfully absent or accumulates an equivalent number of excessive or unlawful absences
which exceeds the standard for regular school attendance. The penalties should be identified, and should reflect a
continuum of excessive or unlawful absences.

(5) Make-up work requirements include classroom teacher and student responsibility, time limits, and grading policy
for make-up work. Make-up work requirements may also involve a procedure for completing class work in advance
of an absence wherever possible.

(6) Attendance-monitoring procedure includes:
(a) Record-keeping format to comply with State attendance reporting requirements;

(b) Intervention strategies and procedures for dealing with absenteeism at the beginning stages of the problem as
well as chronic absenteeism; and

(c) A referral process to pupil services or other central office professionals for case management of chronic
attendance cases.

(7) Reward process includes an identified motivational program to reward regular school attendance.

(8) Information dissemination includes methods for informing school staff, students, parents, and community
members of attendance policy requirements.

(9) Appeals process includes specific due process procedures for appealing attendance violation decisions at the
school and central office level.

(10) Legal foundation includes citations of legal authority for attendance policy development and implementation.
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(ATTACHMENT III)

r

BALTIMORE CITY

All Baltimore City public schools are expected to follow b

the following procedures for students with

| day absent

L PUBLIC SCHOOLS Consecutive Absences
(" District Office and School Staff to Repeat Previous Efforts and Follow Through at Each Level
LEVEL i District Office:

¢ Send out Global Connect phone calls about student absences to parents daily.

School Staff:
4  Call parent/guardian to inquire about absence. If barriers to attendance exist, offer support.
9 Upon student’s return to schoo), ensure he or she is caught up on academic work.

g

\
(
LEVEL 2

2 -5 days
absent

/
\ (" Attendance Monitor/Team:

=
\

® Daily: Call parent/guardian to ascertain reason for absence, identify barrier to attendance, offer
support and encourage family to make school attendance a priority.

¢ Daily: Provide student-level attendance data to team members.

¢ Day 2: If identified as an extended absence, arrange for student to receive academic work.

¢  Day 3: If parent/guardian cannot be reached by phone, mail letter home asking parent to contact
school.

4  Day 4: If contact with family still has not been made, place student on “watch list” for attendance.

Teacher (pre-k to 6) or Guidance Counselor (6 to 12):
&  Upon return to school: Meet with student to inquire about high number of absences and develop a
kstrategy plan or attendance contract with student. Make every effort to connect family to resources.

Y

LEVEL 3
6 - 9 days
absent

J\

_/

rAttendan(:e Monitor/Team: E

¢ Day 6: If parent/guardian contact has not been made, send a letter home with a certificate of mailing,
asking parent/guardian to contact school.

& Day 6: Initiate home visit, when appropriate, to determine why student has been absent and offer
support.

® Day 6: Determine follow-up actions specific to student’s history of absenteeism, such as discussion
with school nurse to investigate any physical reasons that may be barriers, referral for counseling/conflict
resolution with the school social worker or psychologist or referral to SST or, for students with disabilities, to
IEP team.

9 Day 6: If student has an IEP, notify IEP chair about absences. If student continues to be absent, IEP team
should revisit strategies to evaluate effectiveness and adjust as needed.

4 Day 7: Contact family (phone or in person) to remind them that good attendance means fewer than 10
absences in a school year. Work with family on acquiring a doctor’s note for absences due to illness over 6 days.

Teacher (pre-k to 6) or Guidance Counselor (6 to 12):
9  Day 8: Meet with student to inquire about high number of absences. Make every effort to connect
family to resources. Develop a strategy plan or attendance contract with student.

Community Partners/Family Preservation Specialist:

@  Day 6: Meet with attendance team to identify resources for families to help break through barriers to
attendance.

@ Day 7-9: Connect with family preservation specialist to identify referrals for assistance with utilities,
food, food stamps, clothing and transportation or interventions such as grief counseling, parenting skills
classes, drug/alcohol treatment, services for low income families, legal services, and mental health services.

_

%
Y

LEVEL 4 community partners should continue implementing all intervention strategies listed in levels 1-3 as well
10 days as exploring additional strategies that have not been pursued.
absent City Schools assumes that any student who has been absent for two consecutive weeks has been contacted,
the reason for absences has been documented, needed supports have been introduced and all necessary
Y A referrals have been made. 3

District office, attendance team, attendance monitors, teachers, guidance counselors, SST, IEP team, and




[ All Baltimore City publi )
altimore City public schools are expected to follow
BALTIM O RE CITY the following procedures for students with
% PUBLIC SCHOOLS Sporadic Absences )
[ District Office and School Staff to Repeat Previous Efforts and Follow Through at Each Level )
Send out Global Connect phone calls about student absences to parents daily.
| absence ¢
School Staff:

¢ Call parent/guardian to inquire about absence. If barriers to attendance exist, offer support.

\$ A ¢ Upon student’s return to school, ensure he or she is caught up on academic work. )
4 Y Attendance Monitor/Team: w
@  Daily: Call parent/guardian to find out reason for absence, identify barriers to attendance, offer support
LEVEL 2 and encourage family to make school attendance a priority.
9  Daily: Provide student-level attendance data to team members.
b2 -5 ¢ Day 3: If parent/guardian contact is not made, send a letter home asking the parent to contact the school.
apsences

Teacher (pre-k to 6) or Guidance Counselor (6 to 8):
¢  Upon return to school: Meet with student to inquire about high number of absences. Make every effort to
Lconnect family to resources, as needed.

y

LEVEL 3
6-9
absences

N

)

/
rAttendam:e Monitor/Team: D)
9 Day 6: If parent/guardian contact has not been made, send a letter home with a certification of mailing,
asking the parent/guardian to contact school.
4 Day 6: Determine follow-up actions specific to student’s history of absenteeism.
¢ Day 7: Contact family (by phone or in person), to remind them that good attendance means fewer than
10 absences in a school year and pointing out correlation betwen strong attendance and academic success.

Teacher (pre-K to 6) or Guidance Counselor (6 to 8):
¢  Upon return to school: Meet with student to inquire about high number of absences. Make every effort to
Kconnect family to resources. Develop a strategy plan or attendance contract with student.

\
-~

jf

/
Attendance Monitor/Team: )
9 Day 10: Mail a 10 day absent letter home to family. A sample letter is available at the Office of Attendance
and Truancy. Include a copy of the attendance policy and ask families to return a statement indicating they have
read and understood the policy.
¢ Day 10: Encourage family attendance at school-level attendance meetings for families and students to

LEVEL 4 review why regular school attendance is so important.
10 9  Day 10: Connect with family preservation specialist to coordinate home visits as necessary.
absences Teacher (pre-K to 6) or Guidance Counselor (6 to 8):
¢ Day 10: Meet with student to review attendance contract, identify additional barriers, review attendance
policy and reinforce school’s expectations for excellent attendance, making connection between strong
attendance and academic success.
¢ Day 10: Contact parent/guardian, reinforcing connection between attendance and academic success as
well as reminding them of their responsiblity to get their child to school every day.
_ AN J
GSVEL 5 ) (Attendance Monitor/Team: \
11-19 ¢ Ongoing: Connect with family preservation specialist, SST and IEP team for outreach strategies.
absences @ 15days: If absences have been unexcused, complete Court Referral Form.
k N J
rﬁLEVEL 6 ) rAttendance Monitor/Team: e
20 absences ¢  Day 20: Mail unique 20 day absent letter to student’s home. A sample letter is available at the Office of
(chronically Attendance and Truancy.
absent) ¢  Day 20: Coordinate home visits with family preservation specialist.
® Day 20: Include student on “summer alert list” for interventions and targeted re-engagement strategies.
. A J
GEVEL 7 ) rAttendance Monitor/Team: )
21+ days ®  Daily: Schedule additional home visits with family preservation specialists.
_ absent p K ¢ Day 21and over: Flag for SST or IEP team, as appropriate, for review of interventions and goals. )




(ATTACHMENT IV)

Somerset County Board of Education

Administrative Procedures
Policy # 600-7
Page 1

Somerset County Public Schools
Attendance Guidelines

A. Attendance Interventions

School Level

Number of unlawful days per year

Action taken by school

Elementary/Intermediate

3 days

School counselor will meet with student and
follow-up with a telephone call to the
parents/guardians.

5 days

Principal or designee will mail 1* attendance letter
to the parents/guardians.

School counselor will meet with student and
follow-up with a telephone call to the
parents/guardians.

8 days

Principal or designee will call the
parents/guardians and follow-up with a 2*
attendance letter that will warn of failure on the
10th day of unexcused absence.

Counselor will refer student to the learning support
team

10 days

Failure letter will be sent to the parent/guardian
with the appeal process described.
Principal or designee will call the parent/guardian.

12 days

Counselor will complete an attendance referral
with appropriate documentation and forward it to
the Student Services department.

Student Services personnel will make referral to
the State’s Attorney Office/Truancy Court,

School Level

Number of unlawful class periods per semester
to include year long courses

Action taken by school

Academy/High School

2 periods per class

Principal or designee will mail attendance letter to
parents/guardians.

School counselar will meet with student and
follow-up with a phone call to the
parents/guardians.

4 periods per class

Principal or designee will call the
parents/guardians and follow-up with a Pk
attendance letter

Counselor will refer student to the learning
support team.

5 periods per class

Principal or designee will send 3™ attendance
letter certified informing the parents/guardians that
the student will receive a failing grade for the
course. Letter will include appeal process.

60 total class periods

Counselor will complete an attendance referral
with appropriate documentation and forward it to
the Student Services department.

Student Services personnel will make referral to
the State’s Attorney Office/Truancy Court if the
student is under 16.




Somerset County Board of Education
Administrative Procedures

Policy # 600-7

Page 2

Attendance Recordkeeping

The recording of attendance data shall follow the procedures outlined in the Attendance
Procedures Manual for Somerset County Public Schools.
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SOMERSET COUNTY PUBLIC SCHOOLS
Trip Approval Request

This form is to be completed and returned to the school principal at least ten (10) days prior to departure. It
is strongly recommended that families plan trips around days when schools are not in session to minimize
days lost from regular classroom instruction.

School: Date of Request:

Student: Grade:

Adult Responsible: Telephone Number:
Destination:

Dates of Trip: No. of School Days Absent:
Educational Objectives:

Daily schedule of activities that will accomplish the objectives:

Student: This form must be signed by all persons listed below. Please return to the office as soon as all
teachers involved have signed.

Signatures (verifying notice of request - - not approval)

1* 5
2nd 6th
31 7
4t

Signature of Adult Responsible:

Approved/Disapproved

Principal=s Signature Date




Somerset County Board of Education
Administrative Procedures
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SOMERSET COUNTY PUBLIC SCHOOLS

NOTICE OF STUDENT TARDINESS

Date:

Today, , was late in arriving at school and did not have a note stating the reason
for the tardiness. This was your child's offense.

The following action was taken:
Written warning
_______ Parent contact (telephone)
______ Detention and Parent Conference
__ Suspension from School
Should your child be late in arriving at school again the following action will be taken:

Parent contact (telephone)

Detention and Parent Conference
Suspension from school

Thank you for your cooperation in this matter. Please do not hesitate in contacting our school if
we can be of any assistance.

Sincerely,

Principal
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Somerset County Public Schools

7982A Tawes Campus Drive Board Members

Westover, MD 21871 Jack A. Willing, Jr.

Dr. Karen-Lee N. Brofee www.somerset.k12.md.us ” gl’;a;’Pe'“"
Superintendent of Schools Telephone: 410.651.1616 V":/I?Iia ma,\’feh’f”gg
Douglas A. Bloodsworth, Jr. Instructional Fax: 410.651.2931 Stan Pruitt
Assistant Superintendent Administrative Fax: 410.651.3566 Dr. H, DeWayne Whittington
General Warner Sumpter

OFFICE OF THE SUPERINTENDENT

Date:

Today, was late arriving at school and did not have a note

excusing the tardiness. The only excused reasons for tardiness are illness of the student, death in
the family, hazardous weather conditions, court summons, or doctor=s appointment. No note, or
a note acceptable from home that does not contain one of these excused reasons, is not

acceptable. Including today, this was your child’s unexcused tardy since the

beginning of the semester.

The following action will be taken:

Behavioral Sequence Y

First Offense Verbal Warning

Second Offense | Detention/Parent Contact

Third Offense Informal Suspension/Parent Conference Required
Fourth Offense | In-School Suspension/Parent Contact

Fifth Offense Suspension

Thank you for your cooperation in this matter. Please feel free to contact our school if we can be
of any assistance.

Sincerely,

Principal



