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ATTENDANCE PROCEDURES POLICY 

ATTENDANCE POLICY 

Regular completion of course work/assignments and adherence to the Independent Study 
Agreement is important for academic success. It is crucial that students complete assignments 
and course work on time, attend school on those days required, and engage in regularly assigned 
meetings with a designated Facilitator. 

For the purposes of our independent study design academic nonperformance in the form of 
failure to submit school assignments as prescribed by the Excelsior Student Guide equates to 
absenteeism/truancy. All related policies follow California’s Compulsory Education policies as 
written in Education Codes section(s)48321-48325. 

The student who frequently fails to complete and turn in assignments/coursework misses vital 
instruction from his/her teachers. Any assignment missed or any meeting absent is a missed 
learning opportunity. Additionally, the school loses funding for each absence, regardless of the 
reason; including illness or excused absences. Decreased funding negatively impacts every 
aspect of school operations including the ability to provide extracurricular activities, athletic 
programs, etc. 

Because of our commitment to quality education, we are concerned when a student is absent, 
i.e., unable to complete assignments/coursework or attend their Facilitator meeting for any
reason. Students who are excessively absent are not able to accomplish their educational goals.
According to the California Compulsory Attendance Laws (Education Code 48200), parents
and students are responsible for regular school attendance. This requirement applies to our
Independent Study program regardless of the lack of requirement for physical site location
attendance. If necessary students are able to use technology, such as internet-based meeting
application to conduct facilitation meetings. If an in-person meeting causes hardship that cannot
be remedied. This option is available as an exception since in -person meetings have the benefit
of including supports that are not available using an online application. All testing must be
completed on-site in order to protect the integrity of our testing process.

School officials will keep an accurate record of attendance. Such records will be maintained by 
each individual teacher, reviewed by the Facilitator and assigned Administrator as well are 
accessible by the Administrative Assistant/Office Assistant. Absences must be reported to the 
school office. Attendance records will be used to enforce the Compulsory Attendance Law. 
Families choosing to attend Excelsior are expected to demonstrate they are serious about their 
educational experiences and as such and will make every effort to adhere to their Independent 
Study Agreement, completing their coursework and assignments timely. 

WHAT IS AN ABSENSE? 
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Absences are defined as the inability or failure to complete and turn in assignments/ 
coursework. An unexcused absence is defined as failure to complete the prescribed daily 
assignment without a written excuse from parent/guardian or modification by an authorized 
Excelsior staff member. 

ABSENSES 

Excused absences are those that are recognized by the state as legal excused absences: 

- Student is personally ill, and his/her attendance in school would endanger his/her
health or the health of others. (Three (3) or more days of absence for illness will
require a doctor’s note);

- Serious illness in the student's immediate family necessitates absence; Death of
family member necessitates absence,

- Special/recognized religious holiday observed by student's faith - Appearance in
court

Unexcused absences are those not defined above, including, but not limited to: 

- Unverified absence
- Absence due to taking an early vacation or extending a vacation.
- Absence due to oversleeping
- Absence due to transportation problems, including missing the bus
- Absence due to not knowing it was a school day;
- Family emergency without valid reason

School Excused Absences: 

- Field Trips
- Academic Events
- School Office Appointments
- Suspension
- Athletes participating in athletic event

Repeated violations of the attendance policy will result in the engagement of Student Attendance 
Review and Intervention Meeting (SARIM) or School Attendance Review Board (SARB). The 
SARB process is a state mandated process which can result in a financial penalty assessed against 
the parent for noncompliance with the California compulsory education laws. 

STUDENT ATTENDANCE INTERVENTION PROCESS AND DUE PROCESS PROCEDURES 
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1. After 5 or more excused or unexcused absences within a school year Facilitator shall schedule
a meeting with the student to discuss concerns and develop alternatives, if necessary.

2. If student fails to participate in the meeting and after 5 or more of additional excused or
unexcused absences occur, Facilitator will schedule a meeting with student as well a meeting
with parent/guardian in an effort to try to understand the underlying issues and develop either
formal or informal solutions.

- Parent/guardian will not only be invited, but that their attendance is strongly
encouraged.

- This may require several attempts to reach parent/guardian, including making
telephone calls, sending certified intervention letters, sending emails or attempts to
visit parent/guardian’s home or workplace, if/when possible.

- Attempts to engage parent/guardian participation will be detailed in the student file,
but also in any communications to parent/guardian.

3. If student fails to participate in meeting, if parent fails to participate in meeting and/or if five
(5) or more additional excused or unexcused absences within a school year occur, Excelsior
will mail to parent/guardian the intervention letter to develop an SST Student Support Team
asking for the parent’s help with their student’s attendance and the participation by developing
a Student Support Plan with the student’s Facilitator. The Notice must provide a detail that
includes identifying information about the child, the nature of the problem, facts, and a proposed
resolution, if any. The purpose of this first SARIM intervention is to determine those areas of
improvement to help student excel.

- A description and number of the absences;
- A request for parent/guardian and student to participate with Facilitator and

Administrator in a SST- Student Support Plan Meeting
- A description of any other options previously considered and attempted to date or

an explanation as to why other options have not been considered or attempted; and
- A description of other factors that are relevant to the proposal; and

The Notice shall indicate that a SST- Student Support Team Meeting need be held within five 
(5) Business Days. Parent/Guardian will need to respond to schedule date and time of meeting.
If no response is received, Excelsior shall schedule the meeting and provide additional notice
to parent/guardian of the date, time and location of the meeting. The notice will identify those
parties to be in conference, including the student, parent/guardian, Facilitator and Administrator
or designee. If the student or parent fail to attend the Support Team Meeting will still take place.
Notices must be in written language understandable to the general public. It also must be
provided in the nature language or other mode of communication used by the parent/guardian,
unless it is clearly not feasible to do so. If the native language or mode of communication is not
a written language, then the notice must be translated orally or by other means in the native
language or mode of communication.
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Notice must also identify the procedural safeguards: 

- The parent’s right to inspect and review records, including the right to:
- Receive a response to reasonable records requests for explanations and

interpretations of the records;
- Request copies of the records if not having copies would effectively prevent the

parent from reviewing them; and
- Have a representative review the records if the child is a special education student.

If the student is a child with a disability, (5) five additional days are granted to remedy the issue. 
A statement that the parent/guardian has protections under the procedural safeguards. If this 
notice is not a referral for evaluation, the means by which a copy of a description of the 
procedural safeguards can be obtained; 

Sources for parent/guardian to contact to obtain assistance in understanding procedural 
safeguards is available by contact the Special Education Department. 

4. If student fails to participate in meeting, if parent fails to participate in meeting and/or if five
(5) or more additional excused or unexcused absences within a school year occur, Excelsior
will mail to parent/guardian a 2nd (SST) Student Support Team Meeting Letter inviting student
and parent/guardian to participate in another (SST) Student Support Team meeting with the
intent to create and implement a written intervention and improvement plan to increase
attendance. Notice shall indicate student and parent/guardian attendance is required.

Notice shall identify the Date, Time and Location of meeting. At the conclusion of this second 
SST meeting, parent/guardian and student will execute a SSTI Contract regarding the student’s 
attendance. Said contract will not only mirror the terms and conditions of the Independent Study 
Agreement, but will also detail agreed upon interventions to assist student to improve his/her 
attendance. 

5. In the event all attempts at intervention are unsuccessful, the terms of the student’s independent
study agreement will govern and the student will be in jeopardy of not being promoted to the 
next grade level. Additional actions deemed appropriate are at the discretion of Excelsior 
Charter School administration. These actions include but are not limited to referral to the 
SARIM/SARB Review board which could result in possible monetary fines to the parent levied 
by the District Attorney.

Adopted: 9/12/2019
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