
Attendance Procedures

2021-22



Kalamazoo Public Schools Attendance Procedures

Overview
The attendance procedures are designed for all students. Good attendance will help students do well
in school, college and at work. It doesn’t matter if absences are excused or unexcused, they all
represent lost time in the classroom and lost opportunity to learn. Too many absent students can
affect the whole classroom. The federal Every Student Succeeds Act (ESSA) requires that states
report chronic absence data. Chronic absence is missing 10 percent or more school days due to
absence for any reason—excused, unexcused absences and suspensions. Chronic absence not only
affects the absentee students; it disrupts learning for an entire classroom when teachers have to
repeat lessons for students returning to class. Families should avoid extended vacations that require
your children to miss school. Try to line up vacations with the school’s schedule. The same goes for
doctor’s appointments. Above all, set an example for your child. Show him or her that attendance
matters to you and that you won’t allow an absence unless someone is truly sick.

School is students’ first and most important job. They’re learning about more than math and
reading. They’re learning how to show up for school on time every day, so that when they graduate
and get a job, they’ll know how to show up for work on time every day. Students who attend school
regularly are more likely to graduate and find good jobs. In fact, a high school graduate makes, on
average, a million dollars more than a dropout over a lifetime.

All students aged six to sixteen are required to be in school according to state law. Parents/guardians
are required by law to make sure their children attend school on a daily basis. Kalamazoo Public
Schools (KPS) expects all students to attend school. A collaborative approach is used in educating
young students, which includes the utilization of family support specialists, staff members and
administrators to ensure that students attend school on a daily basis.

All students attending preschool programs will be encouraged to have good attendance. Preschool is
a great time to start building a habit of good attendance. Studies show that poor attendance in
preschool can predict absenteeism in later grades. The Early Childhood Programs support families
in educating their children.

Programs such as the Kalamazoo Area Math and Science Center, Kalamazoo Innovative Learning
Program, and the virtual programs KVLP and KFLEx will adhere to the KPS attendance procedures.
The administrators will determine what changes to the procedures are needed. Any changes to the
attendance procedures at the alternative programs need Superintendent Approval.

According to the State of Michigan Compulsory Attendance law, a parent, legal guardian, or other
person having control or charge of a child age six to sixteen is required to send the child to school
during the entire school year, except under the limited circumstances specified in subsection (3) of
section 380.1561. The exceptions include, but are not limited to, sending the child to a state
approved, nonpublic school or educating the child at home in an organized educational program.
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Although the compulsory school attendance law does not apply to children under the age of six, a
child who is at least five years of age by September 1 of the school year and is a resident of a school
district which provides kindergarten classes is entitled to enroll in the kindergarten [MCL
380.1147].

The goal of the district is to have all students in school every day. Building administrators, in
collaboration with staff members, will develop a process for acknowledging students with excellent
and improved attendance in each school.

For students to get the most out of school, punctual and regular attendance is vital.
Parents/guardians should call the school office as early as possible on the day of an absence. It is
most helpful to have the phone call within the first hour of school. In addition, parents/guardians
should provide a written excuse and request homework for any absences thus making the absence
excused; without communication the absence is considered unexcused. When a student is absent,
they are responsible for makeup work. Any day a child is absent and an appropriate contact with the
school office is not made by the parent/guardian, attempts will be made to contact the
parent/guardian.

Administrators will allow the following excuses for an absence:

● Student illness and/or appointment verified by the parent/guardian or medical professional. *

● Medically verified extended illness or hospitalization.

● Attending a funeral.

● Religious holiday.

● Absence due to a subpoenaed court appearance.

● Participation in a school-sponsored field trip, early dismissal for curricular, co-curricular or
extra-curricular activity, choir, band, debate, forensics, and other school functions.

● Any time missed due to KPS school transportation issues.

● Time spent in an administrative level office, if called to the office by an administrator.

● A guidance office appointment if the appointment was pre-arranged or if the counselor calls
the student to the guidance office.

*In collaboration with the Family Health Center, Kalamazoo Public Schools is pleased to offer the Mobile Health Unit. This

service is open to all KPS students and families regardless of insurance. Go to www.fhckzoo.com for the MHU schedule and

the consent for treatment form.
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Please keep your student home from school if they have any of the symptoms in the chart below.
Returning to school after 3 or more days of illness requires a doctor’s note.

I NEED TO STAY HOME IF …

I HAVE A
FEVER

I AM
VOMITING

I HAVE
DIARRHEA

I HAVE A
RASH

I HAVE AN
UNTREATED

EYE
INFECTION

I HAVE
BEEN IN

THE
HOSPITAL

I HAVE THE
FLU

temperature of
100.0 or higher

within the
past 24 hours

within the
past 24 hours

body rash with
itching or
fever

redness,
itching and/or
pus draining
from eye

hospital stay
and/or
emergency
room visit

achy body,
pain,
tiredness,
headache, dry
cough, sore
throat, runny
nose (may have
vomiting,
diarrhea, or
fever)

I am ready to go back to school when I am …
Fever free
without the
assistance of
medication for 24
hours (i.e.
Tylenol, Motrin,
Advil, etc.)

Free from
vomiting for
24 hours

Free from
diarrhea for 24
hours

Free from
rash, itching,
or fever. I have
been
evaluated by
my doctor if
needed.

Free from
drainage
and/or have
been
evaluated by
my doctor if
needed.

Released by
my medical
provider to
return to
school.

Released by a
medical
provider,
symptoms are
gone.

If your child has strep throat or another bacterial infection, he/she should stay home until the antibiotic has been given for at
least 24 hours and your health care provider has given your child permission to return to school. We encourage you to seek
medical attention when your child is sick and to follow your health care provider's recommendations about returning to
school and other activities.

Please note: Guidance from Health and Community Services will be followed for outbreaks or unusual clusters of disease.

The school will also assist students with planned absences. Parents/guardians must submit a written
request to the principal at least one week in advance. Arrangements will be made for the student to
complete classroom assignments.

When the absence from school is expected to be for an extended period due to physical disability or
illness, parents should make homebound arrangements by working with their doctor and contacting
Student Services at 269 337-0161.
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Contact with the home will also be made at the point of a FIFTH (5th) absence from the school for
elementary and middle school or the FIFTH absence from each class in high school. On the FIFTH
total absence, parent notification will be provided in the form of a written letter. The child may be
referred to the building team for review. On the NINTH total absence from school, personnel will
make contact with the parent/guardian to establish a specific plan of support and to provide
information on eliminating barriers of attendance and additional support from outside agencies, if
needed. Building teams will use a variety of resources to assist students with their attendance. The
resources may include: home support specialist, behavioral specialist, secretary, attendance support
staff, principals, mentors, psychologist, Community Mental Health workers, academic specialist,
paraprofessional, school nurse or Gryphon Place. Staff will document the contact made to the home
on a written form.

It will be at the building administrator’s discretion to determine which student absences constitute a
referral to the court system. Any student who meets the federal definition of Chronically Absent
(absent 10% or more of school days) will receive notification by mail citing the violation of the
compulsory attendance laws of the State of Michigan. The letter will state that any further student
absences may result in a contact with the court.

Parent(s)’/Guardian(s)’ Responsibility Regarding Attendance:
1. It is the responsibility of the parent(s) and/or guardian(s) to notify the student’s school as

early as possible on the day of an absence and explain the reasons for the absence. It is most
helpful to have the phone call within the first hour of school.

2. Written verification of a student’s absence by a parent/guardian is required (unless otherwise
indicated by the appropriate administrator) and should accompany the student to school the
day after an absence.
An excuse note must indicate:

a. Name of the student
b. Building
c. Class name(s) or periods (secondary)
d. Dates of Absence
e. Reason for the absence
f. Name and relationship of person making contact.

Student absences are considered unexcused if documentation supporting an excused
absence is not provided.

3. It is the responsibility of the parent(s) and/or guardian(s) to inform the teacher(s) in advance
of planned absences for religious holidays or medical reasons.

4. It is the responsibility of the parent(s) and/or guardian(s) to make arrangements with the
teacher to obtain missed assignments due to absences.

5. It is important that students arrive at class on time. Parents/guardians should talk to their
children regarding not being tardy.
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Teacher’s Responsibility
1. The teacher will be responsible for taking attendance and maintaining accurate, daily

attendance and tardy records. All elementary classroom teachers must enter their daily AM
and PM attendance and all secondary teachers must enter their class attendance in Teacher
Access Center (TAC). Elementary AM and all periods of secondary attendance should be
taken within the first 10 minutes of class. Elementary PM attendance should be taken within
10 minutes of the completion of lunch and recess. For audit purposes, the teacher will sign
and date the Teacher Electronic Attendance Certification Form in the office at the end of
each week upon review of their weekly attendance for accuracy.

Administrator’s Responsibilities
1. Monitor the entire attendance procedure and work closely with the parent(s)/guardian(s) and

teachers to ensure the student’s success in school. Under the direction of the building
administrator(s), office staff will maintain a record of documented parent/guardian calls to
the school regarding attendance and excused absences. The office staff will correct student
absences after the teacher has recorded the attendance. Administrators will check attendance
weekly to verify teachers are recording attendance properly.

2. Monitor students’ tardiness and assign consequences in case of chronic tardiness.

3. Monitor the process of calling parent(s) or guardian(s) of students who were marked absent
for each class period if the appropriate administrative level office was not informed as to the
reason for the student’s absence within the first hour of school.

4. Assure the notification of parents/guardians when a student receives five (5) and nine (9)
absences.

5. Enlist the resources of the Kalamazoo County Family Court, Juvenile Division, in the event
a student is chronically absent.

6. High school: Monitor the notification of the Attendance Contract Form with “Pending Loss
of Credit” when a student reaches the NINTH absence within a trimester. This contract will
continue for any classes where a student misses 9 classes during a trimester.

Elementary School Attendance Procedures
Students need to be on time for instruction. Morning and afternoon attendance is taken. Tardiness
limits a student’s learning time and is disruptive to others in the class. At the elementary level, a
tardy is coming to school within the first 90 minutes of the school day. Arriving after the first 90
minutes is considered absent for the morning. Likewise, a student leaving within 90 minutes of the
end of the school day will be marked, “Signed out early at end of day”. If the student is signed out
with more than 90 minutes left of the school day, they will be marked absent for the afternoon.
Leaving early is equivalent to being tardy. Excessive tardiness or leaving early hinders the student’s
ability to make progress in school. On the fifth tardy, school personnel will make contact with the
parent/guardian to problem solve in an effort to eliminate this loss.
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Middle School Attendance Procedures
Students need to be on time for instruction. Attendance is taken at the beginning of each class
period. At the middle school level, a student is tardy when he/she is not in the classroom or assigned
workstation when the bell rings for the beginning of class period. A student must receive an admit
pass to enter class. Excessive tardiness hinders the student’s ability to make progress in school and
is disruptive to others in the class. On the fifth tardy, school personnel will make contact with the
parent/guardian to problem solve in an effort to eliminate tardiness.

High School Attendance Procedures
Attendance will be taken at the beginning of each class. It is expected that students will be present
for the entire class period. Kalamazoo Central, Loy Norrix, and Phoenix High Schools will follow
this procedure. All other programs will adopt similar procedures; any differences will be approved
through the Superintendent and Board of Education.

A student is tardy when he/she is not in the classroom or assigned workstation when the bell rings
for the beginning of class. If the student is missing at the beginning of class and comes to the class
at any point during the period, then the student is considered tardy and not absent. A student must
follow building procedures for signing in prior to entering class. After the 3rd and 6th tardies within
a trimester, the classroom teacher may issue the student a one hour after school detention and/or
lunch detention.

Kalamazoo Virtual Learning Program (KVLP) Attendance Procedures

Student Expectations:
The student, along with his or her learning guide will be responsible for ensuring that the student
participates in daily synchronous lessons and communicates with the teacher individually on a
weekly basis.  Weeks are counted from Wednesday through the following Tuesday.
In order to be successful, it is highly recommended that students follow the recommended guidance
from their teachers and attend the synchronous sessions offered.

Students should expect to spend at least 1-1.5 hours per day in each course to be successful with
virtual instruction.

Teacher Expectations:
The teacher will be responsible for taking attendance and maintaining accurate two-way
communication documentation.  All KVLP teachers must enter their weekly attendance in Teacher
Access Center (TAC). For audit purposes, the teacher will sign and date the Teacher Electronic
Attendance Certification Form in the office at the end of each week upon review of their weekly
attendance for accuracy.

Teachers will record homeroom attendance on the Wednesday date in TAC for the week Wednesday
through the following Tuesday. The attendance is based on two-way communication between the
teacher and student/parent during the week. The two-way communication must be relevant to the
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student’s course(s) or academic progression. The teachers will mark students with TWI (two-way
interaction) when a two-way interaction occurred during the week.  If no two-way communication
occurred during the week, the teacher will mark the student VA (virtually absent). All two way
communications must be thoroughly documented in the Attendance comments; including the
date(s), method of two-way communication, and a summary of the communication.

Completion of assignments and virtual attendance in synchronous instruction will not be an
acceptable form of two-way interaction in 2021-22.

Kalamazoo Focused Learning Experience (KFLEx) Attendance Procedures

Student Expectations:
The student will be responsible for participating in at least one synchronous session or meet with the
teacher during his/her drop-in office hours for each class, each week.  Students are also expected to
communicate with their mentor on a weekly basis.  Weeks are counted from Wednesday through the
following Tuesday.

In order to be successful, it is highly recommended that students follow the recommended guidance
from their teachers and attend the synchronous sessions offered.

Students should expect to spend at least 1-1.5 hours per day in each course to be successful with
virtual instruction.

Teacher Expectations:
The teacher will be responsible for taking attendance and maintaining accurate two-way
communication documentation.  All KFLEx teachers must enter their weekly attendance in the
Teacher Access Center (TAC). For audit purposes, the teacher will sign and date the Teacher
Electronic Attendance Certification Form in the office at the end of each week upon review of their
weekly attendance for accuracy.

Teachers will record homeroom attendance for their mentees on the Wednesday date in TAC for the
week Wednesday through the following Tuesday. The attendance is based on two-way
communication between the teacher and student during the week. The two-way communication
must be relevant to the student’s course(s) or academic progression. The teachers will mark students
with TWI (two-way interaction) when a two-way interaction occurred during the week.  If no
two-way communication occurred during the week, the teacher will mark the student VA (virtually
absent). All two way communications must be thoroughly documented in the Attendance
comments; including the date(s), method of two-way communication, and a summary of the
communication.

Completion of assignments and virtual attendance in synchronous instruction will not be an
acceptable form of two-way interaction in 2021-22.

Kalamazoo Innovative Learning Program (KILP) Attendance Procedures

Student Expectations:
Students will be assigned to in-person sessions that meet their needs.  They will attend 3 in-person
sessions per week unless other arrangements have been made with the teacher and approved by the
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administrator.  Students will be required to communicate with their mentor each week.  Virtual
weeks are counted from Wednesday through the following Tuesday.

In order to be successful, it is highly recommended that students follow the recommended guidance
from their teachers and attend the synchronous sessions offered.

Students should expect to spend at least 1-1.5 hours per day in each course to be successful with
virtual instruction.

Teacher Expectations:
The teacher will be responsible for taking attendance and maintaining accurate two-way
communication documentation.  All KILP teachers must enter their weekly attendance in the
Teacher Access Center (TAC). For audit purposes, the teacher will sign and date the Teacher
Electronic Attendance Certification Form in the office at the end of each week upon review of their
weekly attendance for accuracy.

Teachers will record daily attendance in the homeroom class.  Students who attend an in-person
session will be recorded as PRE in the PM attendance.

On the Wednesday dates, teachers will also record two way interactions in the AM homeroom for
the week Wednesday through the following Tuesday. The attendance is based on two-way
communication between the teacher and student during the week. The two-way communication
must be relevant to the student’s course(s) or academic progression. The teachers will mark students
with TWI (two-way interaction) when a two-way interaction occurred during the week.  If no
two-way communication occurred during the week, the teacher will mark the student VA (virtually
absent). All two way communications must be thoroughly documented in the Attendance
comments; including the date(s), method of two-way communication, and a summary of the
communication.

Completion of assignments and virtual attendance in synchronous instruction will not be an
acceptable form of two-way interaction in 2021-22.

Student’s Responsibility Regarding Attendance:
1. It is the student’s responsibility to inform the teacher(s) in advance of a planned absence for

a religious holiday, medical reason, field trip, sport or other school activity.

2. It is the responsibility of the student to make arrangements with the teacher to obtain and
complete missed assignments due to absences.

3. After an absence from any class, the student is to follow building procedures for signing in
prior to entering class.

High School NINTH Absence Rule
Nine unexcused absences in each trimester will result in a potential loss of credit for that class. All
students are expected to attend class regardless of the number of absences. Students may appeal the
loss of credit through the appeal process.

1. On the FIFTH absence in the trimester, the parent/guardian will receive written notification.
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2. The student will receive an Attendance Contract Form with “Potential Loss of Credit” on the

NINTH absence. The Dean of Students or designee will oversee this process.

3. The student will receive a failing grade if at the end of the trimester, he/she has failed the
class and has 9 or more absences. There is no option for an appeal in this case.

4. The student will receive a No Credit (NC) if at the end of the trimester, he/she has earned a
D- or higher and has 9 more absences. Students may appeal NC through the Credit Appeal
process listed below.

Attendance Contract
1. An individual or group counseling session(s) will occur regarding attendance.

2. A parent contact is made with school personnel regarding the absences.

3. No more absences occur.

4. The student passes the final exam. Regardless of attendance, all other work needs to be
completed as assigned by the teacher in order to earn a grade.

5. The attendance contract will apply to all classes where the total number of absences reaches
the NINTH absence.

Credit Appeal
Students may appeal a loss of credit due to attendance, in writing, to the building principal within 10
calendar days from the NINTH absence or any subsequent absence. The student needs to provide
information to document the appeal. The administrator will determine whether or not to withdraw
the “Loss of Credit.” In the event that the principal determines to withdraw the “Loss of Credit”,
he/she shall work with the affected teacher(s) and the student to determine what class work and/or
assignments are needed to restore credit and/or a grade. There shall be no appeal beyond the
building level.
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Kalamazoo Public School Attendance Policy and Procedures

The attendance policy and procedures have been read and reviewed with my child.

Student Name (print) Student Signature

Parent Name (print) Parent Signature

Date
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