SCHOOL TRUANCY COMPLAINT INTAKE INFORMATION

TO BE COMPLETED BY TEACHER/ SCHOOL PERSONNEL
                 SCHOOL:       
How many times a day is attendance taken, and by whom?

     
What time(s) of day is attendance taken?  

     
How and where are EXCUSED absence records recorded and kept?  

     
How and where are UNEXCUSED absence records recorded and kept?  

     
Describe the procedure your school has regarding “planned absences” i.e., who must be informed, and what documentation must be submitted? 

     
How and where are records regarding TARDY absences recorded and kept?  

     
What is the policy regarding “unexcused tardy absences”?  
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