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  5113 
 
School Attendance 
 
Section 1. General.  East Allen County Schools (EACS) recognizes the importance of 
good attendance in order for pupils to secure maximum benefit from the educational 
program. Unexcused absences of students required to be in attendance are to be 
reported to the Superintendent or designee.  Legal action may be taken to force parents 
to send any such offending child to school in person or virtually. 
 
The building principal will be expected to administer this Guideline within the framework 
of good judgment as determined by circumstances surrounding each individual 
situation.  Any records regarding this Guideline will be maintained on a yearly basis. 
 
EACS recognizes the critical importance of regular school attendance.  As used in the 
Guideline, the term "principal" includes his/her designee.  
 
By state statute an accurate daily record of the attendance of each student shall be 
maintained by each teacher.  This record shall be open at all times for inspection by 
school officials and agents of the Division of Labor.  
 
A direct relationship exists between success in school and attendance.  To ensure that 
students are in regular attendance, Indiana school law and EACS Administrative 
Guidelines require that all students attend daily unless they are officially excused.  Good 
attendance is a shared responsibility of students, parents and school staff.   
 

 Procedures developed for the administration of this policy, shall include provisions for 
periodic review of all students determined to be habitual truants, and their 
reclassification, when warranted. These procedures will be developed by the 
Superintendent or designee. 
 
Section 2. Student Responsibility.  It is the student’s responsibility to be in school and 
in his or her assigned in person or virtual area.  All personal appointments and 
obligations should be planned for times outside the instructional school day. 
 
Section 3. Parental Responsibility.  It is the parent’s responsibility to: 
 
 1. Call the school to report the child’s absence by 8:30 a.m. the day of 

the absence whether child is attending in person or virtually.  The 
parent need not call when the absence has been pre-arranged and 
approved by school officials. 

 
 2. Send appropriate verification with the child for school attendance 

records the day of the child’s return following the absence, such as 
a doctor’s verification or parental note. 
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Section 4. School Responsibility – Parental Notification.  If the parent has not called 
the school by 8:30 a.m., EACS personnel will make a “reasonable attempt” to call the 
parent that day to document the absence and to assure each child’s safety.  (This 
notification can not always occur as time constraints and non-working telephone 
numbers often prevent verification.) 

 
It is the school’s responsibility to notify parents of attendance concerns as follows: 
 
 1. Send a letter after five (5) days of total absence, and eight (8) days 

of total absence, excused and/or unexcused. 
 
 2. Schedule a parent conference after the tenth (10) day of total 

absence, excused and/or unexcused. 
 
 3. Send a letter after ten (10) days of total absence, excused and/or 

unexcused, and notify parents that additional consequences are 
being considered for excessive unexcused absences including 
notification of local court authorities. 

 
Section 5. Make-Up Work.  Assignments and tests missed due to excused absences 
(including those “counted as present” or “resulting from school discipline”) may be 
completed for credit.  Students in grades K-12 are responsible to request assignments 
upon returning to school.  Make-up work is to be completed in a length of time equal to 
the number of days absent, plus one.  Assignments made prior to the student’s absence 
are due as scheduled. 
 
Assignments and tests missed due to unexcused absences may not be completed for 
credit without administrator approval. 
 
No building may adopt a rule providing for an automatic grade reduction due to a 
student’s absence without the consent of the Superintendent or designee. 
 
Section 6. Full Day Absence.  No class attendance on a scheduled school day. 
 
Section 7. Half-Day Absence.  An absence of at least one-half day on a scheduled 
school day. 
 
Section 8. Absences Counted as Present.   
 
 1. Serving as a page in the Indiana General Assembly. 
 
 2. Students in grades 7-12 serving at the polls on Election Day with 

prior approval of the school principal. 
 
 3. Court appearances requested and documented by subpoena, 

probation officer or officer of the court. 
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 4. National Guard  Duty  for  not  more  than ten (10) days per school  
  year. 
 
 5. Placement  in  a  hospital  or  other  juvenile facility which provides  
  instruction. 
 
 6. Homebound instruction. 
 
 7. Field trips, with approval of the school principal. 
 
 8. Post-secondary visits for juniors and seniors with approval of the 

school principal and institution verification (2 per year). 
 

9. Religious observation or instruction with approval of the school 
principal. 

 
 10. Hazardous road conditions verified by the Director of 

Transportation and approved by the Office of Student Services. 
 
Section 9. Excused Absences (Principal may request verification).   
 
 1. Personal illness with parent notification. 
 
 2. Medical appointments. 
 
 3. Serious illness in the immediate family. 
 
 4. Death in the family. 
 
 5. Family vacations with parent(s), with prior approval of the school 

principal (limit five days per year). 
 
 6. Other absences as approved by the school principal. 
 
Section 10. Absences Resulting from School Discipline.  Students who are absent 
from school as a consequence of school discipline are not counted absent when: 
 

1. Serving out of school suspensions. 
 
2. Pending placement in an alternative program. 

 
Section 11. Unexcused Absences.   
 
 1. Absence due to truancy. 
 
 2. Absence due to head lice or improper immunizations after the first day. 



  5113 

Amended 09/01/20, 05/15/18,                      Page 4 of 5 5113 
12/09/14, 04/11/06, 10/05/04,  
09/21/04, 08/06/02, 07/09/91 

 3. Absence due to missing the bus or loss of bus privilege. 
 
 4. Other reasons not defined as excused in East Allen County 

Schools attendance policy. 
 
Section 12. Excessive Absenteeism.  When a student reaches a total of ten (10) days 
of absence for any reason during the school year, all subsequent absences must be 
documented by one of the following: 
 

1. Verification by an Indiana licensed medical professional who has 
examined the student and excused him/her for the period of 
absence. 

 
 2. An EACS Chronic Illness Form (available in school clinic or office). 
 
 3. Pre-approval or verification by the school principal for extreme 

emergencies. 
 
Section 13. Truancy.  Truancy is an absence from school without school authorization 
or parental consent.  A "habitual truant" is a student who has ten (10) or more days of 
unexcused absences during one school year.   
 

1. All students who are at least thirteen (13) years of age but less than 
the age of fifteen (15) years, and who are determined to be a 
habitual truant per the definition above, are subject to Indiana Code 
20-33-2-11, which provides that any person who is determined to 
be a habitual truant as defined by school board policy cannot be 
issued an operator's license or learner's permit until the age of 18 
years, or until the student’s attendance record has improved as 
determined by the principal upon review of the student's record of 
at least once per school year.   

 
2. School administrators will assign interventions when students are 

truant from school. Truancy is a Tier Two intervention listed in the 
Student Code of Conduct Manual. Habitual Truancy is a Tier Two 
intervention with additional law enforcement intervention.  After 
eleven (11) days of unexcused absences and/or truancy, the school 
may send a written affidavit to Status Offender Court Alternative 
Program (SOCAP).   

 
 Procedures developed for the administration regarding truancy, 

shall include provisions for periodic review of all students 
determined to be habitual truants, and their reclassification, when 
warranted. These procedures will be developed by the 
Superintendent or designee. 

 



  5113 

Amended 09/01/20, 05/15/18,                      Page 5 of 5 5113 
12/09/14, 04/11/06, 10/05/04,  
09/21/04, 08/06/02, 07/09/91 

 3. The student’s principal is required to report to the Indiana Bureau of 
Motor Vehicles the student’s status as a habitual truant. 

 
 4. The student upon initial designation of being a habitual truant is 

entitled to the same statutory procedures as a student who is being 
expelled. 

 
Section 14. Tardiness.  A student is considered tardy if he or she is not present at the 
beginning of the school day or during each class period whether in person or virtual.  A 
student is not counted tardy if the bus the student arrived on is late.  Tardiness will be 
addressed as a disciplinary issue.  
 
Section 15. Cutting Class.   A student may be considered to have cut class if he/she 
fails to report to class or an assigned in person or virtual area without an approved 
excuse.  Students are expected to be in their assigned in person or virtual area unless 
excused by a school official.  Cutting class will be addressed as a disciplinary issue. 
 
Section 16. Leaving School Grounds Without Permission.  Students are to remain on 
school grounds unless permission to leave is granted by a school administrator.  
Leaving school grounds without permission will be addressed as a disciplinary issue. 
 

Section 17. Withdrawal From School (Dropping Out).  East Allen County Schools 
designates the Assistant Superintendent or designee to conduct the exit interview of a 
student enrolled at the specified school who wishes to withdraw from school.  Under 
Indiana law, any student who is at least sixteen (16) years of age but is not yet eighteen 
(18) years of age may request permission to withdraw from school prior to graduation.   
Students requesting to withdraw from school must first attend an exit interview meeting 
with their parent(s) and school principal or designee to explore all alternatives to 
withdrawal and to review statistics concerning the likely consequences of life without a 
high school diploma.  Four parties (student, parent(s), principal, and superintendent or 
designee) must consent and sign the student’s withdrawal form. A student may not 
withdraw from school unless the withdrawal is due to 1) financial hardship and the 
student must be employed in order to support the family; 2) the student’s illness; or 3) 
an order of a court with jurisdiction over the student. 
 
Section 18. Written Consent of Student Withdrawal.  The Exit Interview form (see 
Administrative Guideline5113 – Withdrawal From School, Appendix A) is to be used to 
provide, as required by law, written consent of the student, his/her parent or guardian, 
and his/her principal to the student's withdrawal from school prior to the student's 
graduation or turning eighteen (18) years of age.) 
 
Legal Reference: 
I.C. 20-33-2-9 
I.C. 20-33-2-11 
 
 


