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LA JOYA I.S.D.
STUDENT ATTENDANCE GUIDELINES

Student attendance is crucial for academic success and school funding. Attendance
records are auditable by the Texas Education Agency as well as other organizations.
These guidelines are only intended to supplement the state “Student Attendance
Accounting Handbook”. With this in mind, the following guidelines have been
established:

ELEMENTARY CAMPUSES

1. PERSON RESPONSIBLE FOR POSTING ATTENDANCE AT THE
CAMPUS. The official attendance time for ADA purposes is 9:45 am. The
teacher is responsible for posting attendance in the SkyPAC’s “Educator
Access Plus” website at their respective campus. Every elementary campus
in the district will post attendance at 9:45 am. In the event that the teacher
is absent, then the substitute teacher should take attendance and submit the
attendance roster to the attendance office. The teacher is to be made aware
that accurate and timely attendance record keeping is an integral component
of their professional appraisal at the end of the year. Failure to comply with
policy and procedures may affect their performance on the Professional
Development Appraisal System (PDAS).

2. PERSON RESPONSIBLE FOR MODIFYING ATTENDANCE AT THE
CAMPUS. The attendance clerk is responsible for printing a student
attendance report using SkyPAC and verifying for accuracy. The attendance
clerk is responsible for coding the absence properly after the campus principal
or administrator has determined whether the absence is excused or unexcused.
The attendance clerk is to run reports of teachers that are not posting
attendance and forward reports to the principal. In addition, the attendance
clerk is to generate a percentage attendance report weekly on a Monday so
that the principal can review the past weeks attendance rates.

3. STUDENT ARRIVING LATE TO CAMPUS IN THE MORNING AFTER
INSTRUCTION BEGINS. A tardy is defined as arriving at school any time
after instruction has begun. A campus administrator shall determine whether
the tardy is excused or unexcused. . The following codes will be used to
determine if the tardy is excused or unexcused: Absence type code “T”” with
absence reason code “TB” for Tardy Bus; Absence type code “T”” with
absence reason code “TU” for Tardy Unexcused; Absence type code “T”
with absence code “TM” for Tardy Medical; and absence type code “T”
with absence reason code “T1” for Tardy IlIness (see attendance codes
page). As per TEA, tardies will not count for truancy proceedings.




Tardies will be addressed by the principal as a disciplinary issue at the
campus level.

PERFECT ATTENDANCE. The absences of students that transfer into our
school district from another Texas school or U.S. school will affect perfect
attendance for the six weeks. A student must have perfect attendance from the
previous district in order to qualify for six weeks, semester, or end of year
perfect attendance. Students coming in from a foreign country into grade
levels of Pre-K or higher after the school year begins will be disqualified for
perfect attendance for the current year. However, the student coming from a
foreign country may qualify for six weeks and semester perfect attendance.
Migrant students: Students coming in from Texas or another state and
who have not enrolled in school at the beginning of the school year will
qualify for six weeks, semester and end of year perfect attendance awards
here in our district. Attendance begins when they enroll here in the
district. Migrant students who did enroll in another U.S. school or Texas
school may still qualify for six weeks, semester or end of year perfect
attendance regardless of their attendance at the previous school.

. WITHDRAWAL OF A STUDENT FOR NONATTENDANCE. As per FEA
(Local) in the board policy, a student under the age of 18 may be withdrawn
under the following conditions: 1) The student has been absent ten
consecutive school days; and 2) Repeated efforts by the attendance officer
and/or principal to locate the student have been unsuccessful. If the
campus is successful in determining the whereabouts of the student based on a
home visit report with a neighbor, or relative (i.e. uncle, aunt, grandparent,
etc.) before the 10 days have elapsed, then the campus can withdraw the
student and properly code the withdrawal. If efforts to locate the student have
been unsuccessful, the campus must wait until 10 days have elapsed before
the student can be withdrawn (use withdrawal code “98”). Remember, every
effort must be exhausted to locate the student.

STUDENTS GOING ON A SCHOOL SPONSORED FIELD TRIP. The
teacher or sponsor is responsible for taking student attendance and reporting
attendance to the principal or principal’s designee before departing. This
includes events that occur before the instructional day begins. Students
attending school sponsored field trips are to be counted present all day.
Use absence type code “P” with absence reason code “PU” for UIL
activity. Use absence type code “P”” with absence reason code “PF” for
non-UIL field trip.

. TRUANCY (FAILURE TO ATTEND SCHOOL). A student becomes truant

when he/she fails to attend school without an excuse on 10 or more days or
parts of days within a six-month period in the same school year or on 3 or
more days or parts of days within a four-week period. Under TEC 25.0951
(a), a complaint or referral for 10 or more unexcused absences within six
months must be made within 10 school days from the date of the



student’s 10™ absence. A court shall dismiss a complaint or referral that
is not made in compliance with TEC 25.0951. (See Truancy Procedures in
Appendix)

. ATTENDANCE FOR CREDIT. As per FEC-(Legal), To receive credit in
class, a student must attend at least 90 % of the days in class is offered. A
student who attends 75% but fewer than 90% of the days class is offered may
receive credit for the class if he or she completes a plan, approved by the
principal, that allows the student to fulfill the instruction requirements of the
class. If a student is involved in a criminal or juvenile court proceeding, the
approval of the judge presiding over the case will also be required before the
student receives credit for that class. If a student attends less than 75% of the
days class is offered or has not completed a plan approved by the principal,
then the student will be referred to the campus attendance committee to
determine whether there are extenuating circumstances for the absences and
how the student can regain credit, if appropriate. (see FEC-Local for
established conditions).

PARENT/GUARDIAN PRESENTING A NOTARIZED LETTER AS
PROOF OF RESIDENCY INSTEAD OF A UTILITY BILL. When a new or
re-entry student’s parent/guardian presents a notarized letter as proof of
residency, because they do not have a utility service bill under their name,
then it will be the parent educator’s responsibility or principal’s designee to
verify that the student is actually living in your zoned area by conducting a
home visit. When a current student moves in to your zoned area from
another district campus and the parent/guardian presents a notarized letter for
proof of residency because they do not have a utility service bill under their
name, it will be the parent educator’s responsibility or principal’s designee to
verify that the family actually resides at the address stated on the notarized
letter. If it is a hardship case and the parent/guardian can not produce a utility
bill or notarized letter, then the principal will give the family a 10 day
conditional to present either document to the school. We will not keep the
child out of school. The campus personnel will remind the
parent/guardian that a notarized letter is a legal document and that legal
ramifications may result if the parent is falsifying information. In the
event that the family is not living at the address stated on the notarized letter,
then the principal will summon the parent/guardian to address the issue at the
campus. Keep the notarized letter in the student permanent record and
also keep a copy of the notarized letter together with the home visit
report in a binder.

FREQUENTLY ASKED QUESTIONS/SCENARIOS

STUDENTS ARRIVING TO CAMPUS AFTER ATTENDANCE HAS
BEEN POSTED WITHOUT A VALID DOCTOR’S EXCUSE, COURT




EXCUSE OR ANY OF THE OTHER ATTENDANCE EXEMPTIONS.
Students arriving to school after attendance has been posted at 9:45 am
without a valid doctor’s excuse, court excuse or any of the other attendance
exemptions will be allowed to remain at the campus to receive instruction.
Use the absence type code “A” and the absence reason “AR” to indicate that
the student is absent for ADA but present for instruction after attendance was
taken (see Absence Types-Reasons Code page).

. NEW OR RE-ENTRY STUDENTS ARRIVING AT YOUR CAMPUS
AFTER ATTENDANCE HAS BEEN POSTED. New or re-entry students
who arrive at your campus after attendance has been posted at 9:45 am will be

allowed to begin the enrollment process and stay in school to attend class.

. STUDENTS WITHDRAWING FROM LA JOYA I.S.D. WITH THE

INTENT TO ENROLL IN ANOTHER SCHOOL DISTRICT OR WHO DO
NOT ENROLL IN ANOTHER SCHOOL DISTRICT WITHIN THE SAME
SCHOOL YEAR. If the student enrolled in another school district, then
he/she will have to be referred to the Office of Admissions and Records for a
re-entry slip after proving that they are back residing in our school district.
However, if the student did not enroll in another school district and 10 school
days have not elapsed, then the student can be re-enrolled at their respective
campus without being referred to Admissions and Records for a re-entry slip.

. STUDENTS WHO FINISHED THE PREVIOUS SCHOOL YEAR IN OUR

DISTRICT AND DO NOT ENROLL AT THE BEGINNING OF THE NEW
SCHOOL YEAR. If a student finished the school year at your campus and
does not enroll in another school district at the beginning of the year, he/she
may be activated at your campus without being referred to Admissions and
Records for a re-entry slip only during the leaver recovery window period
of the new school year. Check with your parent educator for the end date
of the leaver recovery period. Your campus shall request that the family
show a current proof of residence such as a utility bill or a notarized letter
indicating the physical address. Remember, there could be extenuating
circumstances as to why the family may have delayed the enrollment of their
child. Migrant students will be enrolled at the campus regardless of not
enrolling in another school district or time elapsed. Note: Non-migrant
students who actually enrolled in another school district at the beginning
of the year and are now moving back to our district will have to be
referred to Admissions and Records for a re-entry slip.

. STUDENT ATTENDS SCHOOL IN THE MORNING, RECEIVES

INSTRUCTION, BUT LEAVES BEFORE ATTENDANCE IS POSTED TO
GO SEE A DOCTOR AND COMES BACK ON THE SAME DAY OR THE
FOLLOWING MORNING WITH A DOCTOR’S EXCUSE. As per the
“STUDENT ATTENDANCE ACCOUNTING HANDBOOK?”, a student
not actually on campus at the time attendance is taken may be considered in




attendance for ADA purposes if the student is temporarily absent because of a
documented appointment with a health care professional. To be considered
temporarily absent, however, the student must begin classes or return to
school on the same day of the appointment. The appointment should be
supported by a document, such as a note from the health care professional.
The student will be marked “present” for that day or the previous day using
absence type code “P’” and absence reason “PM” when the student returns to
school the same day or the following morning with a valid doctor’s excuse
(see Absence Types-Reasons Code page).

. STUDENT COMES TO SCHOOL, RECEIVES INSTRUCTION, BUT

FEELS SICK BEFORE ATTENDANCE IS TAKEN; PARENT PICKS UP
STUDENT FROM SCHOOL, DOES NOT TAKE THE STUDENT TO THE
DOCTOR, AND BRINGS THE CHILD BACK TO SCHOOL AFTER
ATTENDANCE HAS BEEN POSTED. This student will be allowed to
remain at the campus and receive instruction that day. The campus will use
absence type code “A” and absence reason code “AR” indicating that the
student was absent for ADA but present for instruction after attendance was
taken. The student is expected to do any makeup work where applicable (see
Absence Types-Reasons Code page).

. STUDENTS ATTENDING REQUIRED SPEECH THERAPY

APPOINTMENT OR OTHER HEALTH CARE REQUIRED
APPOINTMENTS AFTER ATTENDANCE HAS BEEN POSTED. Parents
are to be encouraged to set up these appointments as late as possible so that
instruction is not interrupted. Students will not be penalized when
circumstances prevent the health care agency to honor a parent’s request for a
late appointment. The student is expected to do makeup work as a result of
leaving early. If the student was absent all day for a required appointment, use
absence type code “A” and absence reason code “AP”. If the student was
absent a partial day only, use absence type code “P” and absence reason code
“PM” (see Absence Types-Reasons Code page).




LAJOYALS.D.
STUDENT ATTENDANCE GUIDELINES

Student attendance is crucial for academic success and school funding. Attendance
records are auditable by the Texas Education Agency as well as other organizations.
These guidelines are only intended to supplement the state “Student Attendance
Accounting Handbook™. With this in mind, the following guidelines have been
established:

MIDDLE SCHOOL CAMPUSES

1. PERSON RESPONSIBLE FOR POSTING ATTENDANCE AT THE
CAMPUS. The official attendance time for ADA purposes is 8:45 am. The
teacher is responsible for posting attendance in SkyPAC’s “Educator Access
Plus” website at their respective campus. Every middle school campus in
the district will post attendance at 8:45 am. In the event that the teacher is
absent, then the substitute teacher should take attendance and submit the
attendance roster to the attendance office. The teacher is to be made aware
that accurate and timely attendance record keeping is an integral component
of their professional appraisal at the end of the year. Failure to comply with
policy and procedures may affect their performance on the Professional
Development Appraisal System (PDAS).

2. PERSON RESPONSIBLE FOR MODIFYING ATTENDANCE AT THE
CAMPUS. The attendance clerk is responsible for printing a student
attendance report using SkyPAC and verifying for accuracy. The attendance
clerk is responsible for coding the absence properly after the campus principal
or administrator has determined whether the absence is excused or unexcused.
The attendance clerk is to run reports of teachers that are not posting
attendance and forward reports to the principal. In addition, the attendance
clerk is to generate a percentage attendance report weekly on a Monday so
that the principal can review the past weeks attendance rates.

3. STUDENT ARRIVING LATE TO CAMPUS IN THE MORNING AFTER
INSTRUCTION BEGINS. A tardy is defined as arriving at school any time
after instruction has begun. A campus administrator shall determine whether
the tardy is excused or unexcused. . The following codes will be used to
determine if the tardy is excused or unexcused: Absence type code “T”” with
absence reason code “TB” for Tardy Bus; Absence type code “T”” with
absence reason code “TU” for Tardy Unexcused; Absence type code “T”
with absence code “TM” for Tardy Medical; and absence type code “T”




with absence reason code “T1” for Tardy IlIness (see attendance codes
page). As per TEA, tardies will not count for truancy proceedings.
Tardies will be addressed by the principal as a disciplinary issue at the
campus level.

PERFECT ATTENDANCE. The absences of students that transfer into our
school district from another Texas school or U.S. school will affect perfect
attendance for the six weeks. A student must have perfect attendance from the
previous district in order to qualify for six weeks, semester, or end of year
perfect attendance. Students coming in from a foreign country into grade
levels of 6™ grade or higher after the school year begins will be disqualified
for perfect attendance for the current year. However, the student coming from
a foreign country may qualify for six weeks and semester perfect attendance.
A student who leaves after attendance has been posted and who has no
documented health care appointment will be marked absent for the periods
missed and will consequently be disqualified for perfect attendance for that
six weeks, semester, and end of year.

Migrant students: Students coming in from Texas or another state and
who have not enrolled in school at the beginning of the school year will
qualify for six weeks, semester and end of year perfect attendance awards
here in our district. Attendance begins when they enroll here in the
district. Migrant students who did enroll in another U.S. school or Texas
school may still qualify for six weeks, semester or end of year perfect
attendance regardless of their attendance at the previous school.

. WITHDRAWAL OF A STUDENT FOR NONATTENDANCE. As per FEA
(Local) in the board policy, a student under the age of 18 may be withdrawn
under the following conditions: 1) The student has been absent ten
consecutive school days; and 2) Repeated efforts by the attendance officer
and/or principal to locate the student have been unsuccessful. If the
campus is successful in determining the whereabouts of the student based on a
home visit report with a neighbor, or relative (i.e. uncle, aunt, grandparent,
etc.) before the 10 days have elapsed, then the campus can withdraw the
student and properly code the withdrawal. If efforts to locate the student have
been unsuccessful, the campus must wait until 10 days have elapsed before
the student can be withdrawn (use withdrawal code “98). Remember, every
effort must be exhausted to locate the student.

. STUDENTS GOING ON A SCHOOL SPONSORED FIELD TRIP. The

teacher or sponsor is responsible for taking student attendance and reporting
attendance to the principal or principal’s designee before departing. This
includes events that occur before the instructional day begins. Students
attending school sponsored field trips are to be counted present all day.
Use absence type code “P” with absence reason code “PU” for UIL
activity. Use absence type code “P” with absence reason code “PF” for
non-UIL field trip.



7. STUDENTS ARRIVING LATE TO CLASS AFTER BEING WITH THE
PRINCIPAL, ASSISTANT PRINCIPAL, COUNSELOR, OR
PROFESSIONAL SUPPORT STAFF. An “Admit to Class Slip”(see Admit
to Class Slip form) to support the claim that a student was with a principal,
assistant principal, counselor or professional support staff at the time
attendance was taken will be issued to the student to turn in to the teacher
upon return to class. The administrator and/or school personnel issuing the
“Admit to Class Slip” will provide a copy to the attendance clerk to clear the
absence. NOTE: If the student was in the nurse’s office, the nurse will issue
out a clinic pass to the student to turn in to the teacher upon return to class.
Use absence type code “P”” and absence reason code “PO”.

8. TRUANCY (FAILURE TO ATTEND SCHOOL). A student becomes truant
when he/she fails to attend school without an excuse on 10 or more days or
parts of days within a six-month period in the same school year or on 3 or
more days or parts of days within a four-week period. Under TEC 25.0951
(a), a complaint or referral for 10 or more unexcused absences within six
months must be made within 10 school days from the date of the
student’s 10" absence. A court shall dismiss a complaint or referral that
is not made in compliance with TEC 25.0951. (See Truancy Procedures in
Appendix)

9. ATTENDANCE FOR CREDIT. As per FEC-(Legal), To receive credit in
class, a student must attend at least 90% of the days the class is offered. A
student who attends at least 75% but fewer than 90% of the days the class is
offered may receive credit for the class if he or she completes a plan,
approved by the principal, that allows the student to fulfill the instructional
requirements for the class. If a student is involved in a criminal or juvenile
court proceeding, the approval of the judge presiding over the case will also
be required before the student receives credit for the class. If a student attends
less than 75% of the days the class is offered or has not completed a plan
approved by the principal, the student will be referred to the campus
attendance committee to determine whether there are extenuating
circumstances for the absences and how the student can regain credit, if
appropriate. (see FEC-Local for established conditions).

10. STUDENTS ARRIVING LATE TO A CLASS PERIOD DURING THE
DAY AFTER ATTENDANCE IS POSTED WITHOUT A VALID ADMIT
TO CLASS SLIP OR NURSE’S CLINIC PASS. Students who arrive late to a
class period during the day without a valid Admit to Class Slip or Nurse’s
Clinic Pass are to be marked absence code type “T’-Tardy by the teacher
regardless of the time that is left for the instructional period to end. Do not
mark the student absent.




11. PARENT/GUARDIAN PRESENTING A NOTARIZED LETTER AS
PROOF OF RESIDENCY INSTEAD OF A UTILITY BILL. When a new or
re-entry student’s parent/guardian presents a notarized letter as proof of
residency, because they do not have a utility service bill under their name,
then it will be the social worker’s responsibility or principal’s designee to
verify that the student is actually living in your zoned area by conducting a
home visit. When a current student moves in to your zoned area from
another district campus and the parent/guardian presents a notarized letter for
proof of residency because they do not have a utility service bill under their
name, it will be the social worker’s responsibility or principal’s designee to
verify that the family actually resides at the address stated on the notarized
letter. If it is a hardship case and the parent/guardian can not produce a utility
bill or notarized letter, then the principal will give the family a 10 day
conditional to present either document to the school. We will not keep the
child out of school. The campus personnel will remind the
parent/guardian that a notarized letter is a legal document and that legal
ramifications may result if the parent is falsifying information. In the
event that the family is not living at the address stated on the notarized letter,
then the principal will summon the parent/guardian to address the issue at the
campus. Keep the notarized letter in the student permanent record and
also keep a copy of the notarized letter together with the home visit
report in a binder

FREQUENTLY ASKED QUESTIONS/SCENARIOS

1. NEW OR RE-ENTRY STUDENTS ARRIVING AT YOUR CAMPUS
AFTER ATTENDANCE HAS BEEN POSTED. New to district or re-entry
students who arrive at your campus after attendance has been posted at 8:45
am will be allowed to begin the enroliment process and stay in school to
attend class.

2. STUDENTS WITHDRAWING FROM LA JOYA I.S.D. WITH THE
INTENT TO ENROLL IN ANOTHER SCHOOL DISTRICT OR WHO DO
NOT ENROLL IN ANOTHER SCHOOL DISTRICT WITHIN THE SAME
SCHOOL YEAR. If the student enrolled in another school district, then he/she
will have to be referred to the Office of Admissions and Records for a re-entry
slip after proving that they are back residing in our school district. However,
if the student did not enroll in another school district and 10 school days have
not elapsed, then the student can be re-enrolled at their respective campus
without being referred to Admissions and Records for a re-entry slip.

3. STUDENTS WHO FINISHED THE PREVIOUS SCHOOL YEAR IN OUR
DISTRICT AND DO NOT ENROLL AT THE BEGINNING OF THE NEW
SCHOOL YEAR. If a student finished the school year at your campus and
does not enroll in another school district at the beginning of the year, he/she
may be activated at your campus without being referred to Admissions and




Records for a re-entry slip only during the leaver recovery window period
of the new school year. Check with your social worker for the end date of
the leaver recovery period. Your campus shall request that the family show a
current proof of residence such as a utility bill or a notarized letter indicating
the physical address. Remember, there could be extenuating circumstances as
to why the family may have delayed the enrollment of their child. Migrant
students will be enrolled at the campus regardless of not enrolling in
another school district or time elapsed. Note: Non-migrant students who
actually enrolled in another school district at the beginning of the year
and are now moving back to our district will have to be referred to
Admissions and Records for a re-entry slip.

LEAVERS/DROPOUTS WHO HAVE NOT ATTENDED OUR DISTRICT
FOR MORE THAN ONE SCHOOL YEAR. When a student has been out of
the district for more than one school year and is being recruited back or is
interested in returning to school, he/she will need to be directed to the Office
of Admissions and Records. Students that are under 18 years of age must be
accompanied by a parent/guardian. Parent/guardian will need to present a
valid picture ID, proof of residence and the child’s immunization record.
Students that are 18 years or over will present a valid ID, proof of residence
and their immunization record. A re-entry slip will be issued by Admissions
and Records to present at the campus.

. STUDENT ATTENDS SCHOOL IN THE MORNING, RECEIVES

INSTRUCTION, BUT LEAVES BEFORE ATTENDANCE IS POSTED TO
GO SEE A DOCTOR AND COMES BACK ON THE SAME DAY OR THE
FOLLOWING MORNING WITH A DOCTOR’S EXCUSE. As per the
“STUDENT ATTENDANCE ACCOUNTING HANDBOOK?”, a student
not actually on campus at the time attendance is taken may be considered in
attendance for ADA purposes if the student is temporarily absent because of a
documented appointment with a health care professional. To be considered
temporarily absent, however, the student must begin classes or return to
school on the same day of the appointment. The appointment should be
supported by a document, such as a note from the health care professional.
The student will be marked “present” for that day or the previous day using
absence type code “P” and absence reason “PM” when the student returns to
school the same day or the following morning with a valid doctor’s excuse
(see Absence Types-Reasons Code page).

. STUDENTS ATTENDING REQUIRED SPEECH THERAPY

APPOINTMENT OR OTHER HEALTH CARE REQUIRED
APPOINTMENTS AFTER ATTENDANCE HAS BEEN POSTED. Parents
are to be encouraged to set up these appointments as late as possible so that
instruction is not interrupted. Students will not be penalized when
circumstances prevent the health care agency to honor a parent’s request for a
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late appointment. The student is expected to do makeup work as a result of
leaving early. If the student was absent all day for a required appointment,
use absence type code “A” and absence reason code “AP”. If the student was
absent a partial day only, use absence type code “P” and absence reason code
“PM” (see Absence Types-Reasons Code page).

LA JOYA I.S.D.
STUDENT ATTENDANCE GUIDELINES

Student attendance is crucial for academic success and school funding. Attendance
records are auditable by the Texas Education Agency as well as other organizations.
These guidelines are only intended to supplement the state “Student Attendance
Accounting Handbook™. With this in mind, the following guidelines have been
established:

HIGH SCHOOL/ACCELERATED CAMPUSES

1. PERSON RESPONSIBLE FOR POSTING ATTENDANCE AT THE CAMPUS.
The official attendance time for ADA purposes is 9:30 am. The teacher is
responsible for posting attendance in SkyPAC’s “Educator Access Plus” website
at their respective campus. Every high school campus in the district will post
attendance at 9:30 am. In the event that the teacher is absent, then the substitute
teacher should take attendance and submit the attendance roster to the attendance
office. The teacher is to be made aware that accurate and timely attendance
record keeping is an integral component of their professional appraisal at the end
of the year. Failure to comply with policy and procedures may affect their
performance on the Professional Development Appraisal System (PDAS).

2. PERSON RESPONSIBLE FOR MODIFYING ATTENDANCE AT THE
CAMPUS. The attendance clerk is responsible for printing a student attendance
report using SkyPAC and verifying for accuracy. The attendance clerk is
responsible for coding the absence properly after the campus principal or
administrator has determined whether the absence is excused or unexcused. The
attendance clerk is to run reports of teachers that are not posting attendance and
forward reports to the principal. In addition, the attendance clerk is to generate a
percentage attendance report weekly on a Monday so that the principal can review
the past weeks attendance rates.

3. STUDENT ARRIVING LATE TO CAMPUS IN THE MORNING AFTER
INSTRUCTION BEGINS. A tardy is defined as arriving at school any time after
instruction has begun. A campus administrator shall determine whether the tardy
is excused or unexcused. . The following codes will be used to determine if the
tardy is excused or unexcused: Absence type code “T” with absence reason
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code “TB” for Tardy Bus; Absence type code “T” with absence reason code
“TU” for Tardy Unexcused; Absence type code “T” with absence code “TM”
for Tardy Medical; and absence type code “T” with absence reason code
“TI1” for Tardy IlIness (see attendance codes page). Tardies will not count
for truancy proceedings. As per TEA, tardies will be addressed by the
principal as a disciplinary issue at the campus level.

PERFECT ATTENDANCE. The absences of students that transfer into our
school district from another Texas school or U.S. school will affect perfect
attendance for the six weeks. A student must have perfect attendance from the
previous district in order to qualify for six weeks, semester, or end of year perfect
attendance. Students coming in from a foreign country into grade levels of ot
grade or higher after the school year begins will be disqualified for perfect
attendance for the current year. However, the student coming from a foreign
country may qualify for six weeks and semester perfect attendance. A student
who leaves after attendance has been posted and who has no documented health
care appointment will be marked absent for the periods missed and will
consequently be disqualified for perfect attendance for that six weeks, semester,
and end of year.

Migrant students: Students coming in from Texas or another state and who
have not enrolled in school at the beginning of the school year will qualify for
six weeks, semester and end of year perfect attendance awards here in our
district. Attendance begins when they enroll here in the district. Migrant
students who did enroll in another U.S. school or Texas school may still
qualify for six weeks, semester or end of year perfect attendance regardless
of their attendance at the previous school.

. WITHDRAWAL OF A STUDENT FOR NONATTENDANCE. As per FEA
(Local) in the board policy, a student under the age of 18 may be withdrawn
under the following conditions: 1) The student has been absent ten consecutive
school days; and 2) Repeated efforts by the attendance officer and/or
principal to locate the student have been unsuccessful. If the campus is
successful in determining the whereabouts of the student based on a home visit
report with a neighbor, or relative (i.e. uncle, aunt, grandparent, etc.) before the 10
days have elapsed, then the campus can withdraw the student and properly code
the withdrawal. If efforts to locate the student have been unsuccessful, the
campus must wait until 10 days have elapsed before the student can be withdrawn
(use withdrawal code “98”). Remember, every effort must be exhausted to locate
the student.

STUDENTS GOING ON A SCHOOL SPONSORED FIELD TRIP. The teacher
or sponsor is responsible for taking student attendance and reporting attendance to
the principal or principal designee before departing. This includes events that
occur before the instructional day begins. Students attending school sponsored
field trips are to be counted present all day. Use absence type code “P”” with
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10.

11.

absence reason code “PU” for UIL activity. Use absence type code “P”” with
absence reason code “PF” for non-UIL field trip.

STUDENTS ARRIVING LATE TO CLASS AFTER BEING WITH THE
PRINCIPAL, ASSISTANT PRINCIPAL, COUNSELOR, OR PROFESSIONAL
SUPPORT STAFF. An “Admit to Class Slip”(see Admit to Class Slip form) to
support the claim that a student was with a principal, assistant principal, counselor
or professional support staff at the time attendance was taken will be issued to the
student to turn in to the teacher upon return to class. The administrator and/or
school personnel issuing the “Admit to Class Slip” will provide a copy to the
attendance clerk to clear the absence. NOTE: If the student was in the nurse’s
office, the nurse will issue out a clinic pass to the student to turn in to the teacher
upon return to class. Use absence type code “P”” and absence reason code “PO”.

TRUANCY (FAILURE TO ATTEND SCHOOQOL). A student becomes truant
when he/she fails to attend school without an excuse on 10 or more days or parts
of days within a six-month period in the same school year or on 3 or more days or
parts of days within a four-week period. Under TEC 25.0951 (a), a complaint
or referral for 10 or more unexcused absences within six months must be
made within 10 school days from the date of the student’s 10" absence. A
court shall dismiss a complaint or referral that is not made in compliance
with TEC 25.0951. (See Truancy Procedures in Appendix)

ATTENDANCE FOR CREDIT. As per FEC-(Legal), To receive credit in class,
a student must attend at least 90% of the days the class is offered. A student who
attends at least 75% but fewer than 90% of the days the class is offered may
receive credit for the class if he or she completes a plan, approved by the
principal, that allows the student to fulfill the instructional requirements for the
class. If the student is involved in a criminal or juvenile court proceeding, the
approval of the presiding judge over the case will also be required before the
student receives credit for the class. If a student attends less than 75% of the days
the class is offered or has not completed a plan approved by the principal, then the
student will be referred to the campus attendance committee to determine whether
there are extenuating circumstances for the absences and how the student can
regain credit, if appropriate. (see FEC-Local for established conditions).

STUDENTS ARRIVING LATE TO A CLASS PERIOD DURING THE DAY
AFTER ATTENDANCE IS POSTED WITHOUT A VALID ADMIT TO
CLASS SLIP OR NURSE’S CLINIC PASS. Students who arrive late to a class
period during the day without a valid Admit to Class Slip or Nurse’s Clinic Pass
are to be marked absence code type “T”-Tardy by the teacher regardless of the
time that is left for the instructional period to end. Do not mark the student
absent.

PARENT/GUARDIAN PRESENTING A NOTARIZED LETTER AS PROOF
OF RESIDENCY INSTEAD OF A UTILITY BILL. When a new or re-entry
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student’s parent/guardian presents a notarized letter as proof of residency, because
they do not have a utility service bill under their name, then it will be the parent
educator’s, social worker’s, attendance officer’s or principal’s designee
responsibility to verify that the student is actually living in your zoned area by
conducting a home visit. When a current student moves in to your zoned area
from another district campus and the parent/guardian presents a notarized letter
for proof of residency because they do not have a utility service bill under their
name, then it will be the parent educator’s, social worker’s, attendance officer’s or
principal’s designee responsibility to verify that the family actually resides at the
address stated on the notarized letter. If it is a hardship case and the
parent/guardian can not produce a utility bill or notarized letter, then the principal
will give the family a 10 day conditional to present either document to the school.
We will not keep the child out of school. The campus personnel will remind
the parent/guardian that a notarized letter is a legal document and that legal
ramifications may result if the parent is falsifying information. In the event
that the family is not living at the address stated on the notarized letter, then the
attendance officer will summon the parent/guardian to address the issue at the
campus. Keep the notarized letter in the student permanent record and also
keep a copy of the notarized letter together with the home visit report in a
binder

FREQUENTLY ASKED QUESTIONS/SCENARIOS

. NEW OR RE-ENTRY STUDENTS ARRIVING AT YOUR CAMPUS AFTER
ATTENDANCE HAS BEEN POSTED. New to district or re-entry students who

arrive at your campus after attendance has been posted at 10:00 am will be

allowed to begin the enrollment process and stay in school to attend class.

. STUDENTS WITHDRAWING FROM LA JOYA I.S.D. WITH THE INTENT

TO ENROLL IN ANOTHER SCHOOL DISTRICT OR WHO DO NOT
ENROLL IN ANOTHER SCHOOL DISTRICT WITHIN THE SAME SCHOOL
YEAR. If the student enrolled in another school district, then he/she will have to
be referred to the Office of Admissions and Records for a re-entry slip after
proving that they are back residing in our school district. However, if the student
did not enroll in another school district and 10 school days have not elapsed, then
the student can be re-enrolled at their respective campus without being referred to
Admissions and Records for a re-entry slip.

. STUDENTS WHO FINISHED THE PREVIOUS SCHOOL YEAR IN OUR

DISTRICT AND DO NOT ENROLL AT THE BEGINNING OF THE NEW
SCHOOL YEAR. If a student finished the school year at your campus and does
not enroll in another school district at the beginning of the year, he/she may be
activated at your campus without being referred to Admissions and Records for a
re-entry slip only during the leaver recovery window period of the new school
year. Check with your social worker for the end date of the leaver recovery
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period. Your campus shall request that the family show a current proof of
residence such as a utility bill or a notarized letter indicating the physical address.
Remember, there could be extenuating circumstances as to why the family may
have delayed the enrollment of their child. Migrant students will be enrolled at
the campus regardless of not enrolling in another school district or time
elapsed. Note: Non-migrant students who actually enrolled in another school
district at the beginning of the year and are now moving back to our district
will have to be referred to Admissions and Records for a re-entry slip.

LEAVERS/DROPOUTS WHO HAVE NOT ATTENDED OUR DISTRICT FOR
MORE THAN ONE SCHOOL YEAR. When a student has been out of the
district for more than one school year and is being recruited back or is interested
in returning to school, he/she will need to be directed to the Office of Admissions
and Records. Students that are under 18 years of age must be accompanied by a
parent/guardian. Parent/guardian will need to present a valid picture 1D, proof of
residence and the child’s immunization record. Students that are 18 years or over
will present a valid 1D, proof of residence and their immunization record. A re-
entry slip will be issued by Admissions and Records to present at the campus.

. STUDENT ATTENDS SCHOOL IN THE MORNING, RECEIVES

INSTRUCTION, BUT LEAVES BEFORE ATTENDANCE IS POSTED TO GO
SEE A DOCTOR AND COMES BACK ON THE SAME DAY OR THE
FOLLOWING MORNING WITH A DOCTOR’S EXCUSE. As per the
“STUDENT ATTENDANCE ACCOUNTING HANDBOOK?, a student not
actually on campus at the time attendance is taken may be considered in
attendance for ADA purposes if the student is temporarily absent because of a
documented appointment with a health care professional. To be considered
temporarily absent, however, the student must begin classes or return to school on
the same day of the appointment. The appointment should be supported by a
document, such as a note from the health care professional. The student will be
marked “present” for that day or the previous day using absence type code “P”
and absence reason “PM” when the student returns to school the same day or the
following morning with a valid doctor’s excuse (see Absence Types-Reasons
Code page).

. STUDENTS ATTENDING REQUIRED SPEECH THERAPY APPOINTMENT

OR OTHER HEALTH CARE REQUIRED APPOINTMENTS AFTER
ATTENDANCE HAS BEEN POSTED. Parents are to be encouraged to set up
these appointments as late as possible so that instruction is not interrupted.
Students will not be penalized when circumstances prevent the health care
agency to honor a parent’s request for a late appointment. The student is expected
to do makeup work as a result of leaving early. If the student was absent all day
for a required appointment, use absence type code “A” and absence reason code
“AP”. If the student was absent a partial day only, use absence type code “P” and
absence reason code “PM” (see Absence Types-Reasons Code page).

15



LA JOYA I.S.D.
STUDENT ATTENDANCE GUIDELINES

Student attendance is crucial for academic success and school funding. Attendance
records are auditable by the Texas Education Agency as well as other organizations.
These guidelines are only intended to supplement the state “Student Attendance
Accounting Handbook”. With this in mind, the following guidelines have been
established:

HOPE ACADEMY

1. PERSON RESPONSIBLE FOR POSTING ATTENDANCE AT THE CAMPUS.
The official attendance time for ADA purposes is 8:45 am. The teacher is
responsible for posting attendance in SkyPAC’s “Educator Access Plus” website
at their respective campus. All teachers at this campus will post attendance at
8:45 am. In the event that the teacher is absent, then the substitute teacher should
take attendance and submit the attendance roster to the attendance office. The
teacher is to be made aware that accurate and timely attendance record keeping is
an integral component of their professional appraisal at the end of the year.
Failure to comply with policy and procedures may affect their performance on the
Professional Development Appraisal System (PDAS).

2. PERSON RESPONSIBLE FOR MODIFYING ATTENDANCE AT THE
CAMPUS. The attendance clerk is responsible for printing a student attendance
report using SkyPAC and verifying for accuracy. The attendance clerk is
responsible for coding the absence properly after the campus principal or
administrator has determined whether the absence is excused or unexcused. The
attendance clerk is to run reports of teachers that are not posting attendance and
forward reports to the principal. In addition, the attendance clerk is to generate a
percentage attendance report weekly on a Monday so that the principal (director)
can review the past weeks attendance rates.

3. STUDENT ARRIVING LATE TO CAMPUS IN THE MORNING AFTER
INSTRUCTION BEGINS. A tardy is defined as arriving at school any time after
instruction has begun. A campus administrator shall determine whether the tardy
is excused or unexcused. . The following codes will be used to determine if the
tardy is excused or unexcused: Absence type code “T” with absence reason
code “TB” for Tardy Bus; Absence type code “T” with absence reason code
“TU” for Tardy Unexcused; Absence type code “T” with absence code “TM”
for Tardy Medical; and absence type code “T” with absence reason code
“TI1” for Tardy IlIness (see attendance codes page). As per TEA, tardies will
not count for truancy proceedings. Tardies will be addressed by the
principal as a disciplinary issue at the campus level.
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4. PERFECT ATTENDANCE. The absences of students that transfer into our
school district from another Texas school or U.S. school will affect perfect
attendance for the six weeks. A student must have perfect attendance from the
previous district in order to qualify for six weeks, semester, or end of year perfect
attendance. A student who leaves after attendance has been posted and who has
no documented health care appointment will be marked absent for the periods
missed and will consequently be disqualified for perfect attendance for that six
weeks, semester, and end of year.

Migrant students: Students coming in from Texas or another state and who
have not enrolled in school at the beginning of the school year will qualify for
six weeks, semester and end of year perfect attendance awards here in our
district. Attendance begins when they enroll here in the district. Migrant
students who did enroll in another U.S. school or Texas school may still
qualify for six weeks, semester or end of year perfect attendance regardless
of their attendance at the previous school.

5. WITHDRAWAL OF A STUDENT FOR NONATTENDANCE. As per FEA
(Local) in the board policy, a student under the age of 18 may be withdrawn
under the following conditions: 1) The student has been absent ten consecutive
school days; and 2) Repeated efforts by the attendance officer and/or
principal to locate the student have been unsuccessful. If the campus is
successful in determining the whereabouts of the student based on a home visit
report with a neighbor, or relative (i.e. uncle, aunt, grandparent, etc.) before the 10
days have elapsed, then the campus can withdraw the student and properly code
the withdrawal. If efforts to locate the student have been unsuccessful, the
campus must wait until 10 days have elapsed before the student can be withdrawn
(use withdrawal code “98”). Remember, every effort must be exhausted to locate
the student.

6. STUDENTS GOING ON A SCHOOL SPONSORED FIELD TRIP. The teacher
or sponsor is responsible for taking student attendance and reporting attendance to
the principal or principal designee before departing. This includes events that
occur before the instructional day begins. Students attending school sponsored
field trips are to be counted present all day. Use absence type code “P”” with
absence reason code “PU” for UIL activity. Use absence type code “P” with
absence reason code “PF” for non-UIL field trip.

7. STUDENTS ARRIVING LATE TO CLASS AFTER BEING WITH THE
PRINCIPAL(DIRECTOR), ASSISTANT PRINCIPAL, COUNSELOR, OR
PROFESSIONAL SUPPORT STAFF. An “Admit to Class Slip”(see Admit to
Class Slip form) to support the claim that a student was with a principal, assistant
principal, counselor or professional support staff at the time attendance was taken
will be issued to the student to turn in to the teacher upon return to class. The
administrator and/or school personnel issuing the “Admit to Class Slip” will
provide a copy to the attendance clerk to clear the absence. NOTE: If the student
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10.

11.

12.

was in the nurse’s office, the nurse will issue out a clinic pass to the student to
turn in to the teacher upon return to class. Use absence type code “P” and
absence reason code “PO”.

STUDENT COMES TO SCHOOL, RECEIVES INSTRUCTION, BUT FEELS
SICK BEFORE ATTENDANCE IS TAKEN; PARENT PICKS UP STUDENT
FROM SCHOOL, DOES NOT TAKE THE STUDENT TO THE DOCTOR,
AND BRINGS THE CHILD BACK TO SCHOOL AFTER ATTENDANCE
HAS BEEN POSTED. This student will be allowed to remain at the campus and
receive instruction that day. The campus will use absence type code “A” and
absence reason code “AR” indicating that the student was absent for ADA but
present for instruction after attendance was taken. The student is expected to do
any makeup work where applicable (see Absence Types-Reasons Code page).

TRUANCY (FAILURE TO ATTEND SCHOQL). A student becomes truant
when he/she fails to attend school without an excuse on 10 or more days or parts
of days within a six-month period in the same school year or on 3 or more days or
parts of days within a four-week period. Under TEC 25.0951 (a), a complaint or
referral for 10 or more unexcused absences within six months must be made
within 10 school days from the date of the student’s 10" absence. A court
shall dismiss a complaint or referral that is not made in compliance with
TEC 25.0951. (See Truancy Procedures in Appendix)

ATTENDANCE FOR CREDIT. As per FEC-(Legal), To receive credit in class,
a student must attend 90% of the days the class is offered. A student who attends
at least 75% but fewer than 90% of the days the class is offered may receive credit
for the class if he or she completes a plan, approved by the principal, that allows
the student to fulfill the instructional requirements for the class. If a student is
involved in a criminal or juvenile court proceeding, the approval of the judge
presiding over the case will also be required before the student receives credit for
class. If a student attends less than 75% of the days the class is offered or has not
completed a plan approved by the principal, then the student will be referred to
the campus attendance committee to determine whether there are extenuating
circumstances for the absences and how the student can regain credit, if
appropriate. (see FEC-Local for established conditions).

STUDENTS ARRIVING LATE TO A CLASS PERIOD DURING THE DAY
AFTER ATTENDANCE IS POSTED WITHOUT A VALID ADMIT TO
CLASS SLIP OR NURSE’S CLINIC PASS. Students who arrive late to a class
period during the day without a valid Admit to Class Slip or Nurse’s Clinic Pass
are to be marked absence code type “T”-Tardy by the teacher regardless of the
time that is left for the instructional period to end. Do not mark the student
absent.

PARENT/GUARDIAN/STUDENT PRESENTING A NOTARIZED LETTER
AS PROOF OF RESIDENCY. When a new or re-entry student presents a
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notarized letter as proof of residency because they do not have a utility service bill
under their name, then it will be the social worker’s, or principal’s designee
responsibility to verify that the student is actually living in your zoned area by
conducting a home visit. When a current student moves in to your zoned area
from another district campus and the parent/guardian presents a notarized letter
for proof of residency because they do not have a utility service bill under their
name, it will be the social worker’s or principal’s designee responsibility to verify
that the family actually resides at the address stated on the notarized letter. The
campus personnel will remind the parent/guardian that a notarized letter is a
legal document and that legal ramifications may result if the parent is
falsifying information. In the event that the family is not living at the address
stated on the notarized letter, then the principal will summon the parent/guardian
to address the issue. Keep the notarized letter in the student permanent
record and also keep a copy of the notarized letter together with the home
visit report in a binder

FREQUENTLY ASKED QUESTIONS/SCENARIOS

STUDENTS ARRIVING TO CAMPUS AFTER ATTENDANCE HAS BEEN
POSTED WITHOUT A VALID DOCTOR’S EXCUSE, COURT EXCUSE OR
ANY OF THE OTHER ATTENDANCE EXEMPTIONS. Students arriving to
school after attendance has been posted at 9:45 am without a valid doctor’s
excuse, court excuse or any of the other attendance exemptions will be allowed to
remain at the campus to receive instruction. Use the absence type code “A” and
the absence reason “AR” to indicate that the student is absent for ADA but
present for instruction after attendance was taken (see Absence Types-Reasons
Code page).

. NEW OR RE-ENTRY STUDENTS ARRIVING AT YOUR CAMPUS AFTER

ATTENDANCE HAS BEEN POSTED. New to district or re-entry students who
arrive at your campus after attendance has been posted at 8:45 am will be allowed
to begin the enrollment process and stay in school to attend class.

. STUDENTS WITHDRAWING FROM LA JOYA I.S.D. WITH THE INTENT

TO ENROLL IN ANOTHER SCHOOL DISTRICT OR WHO DO NOT
ENROLL IN ANOTHER SCHOOL DISTRICT WITHIN THE SAME SCHOOL
YEAR. If the student enrolled in another school district, then he/she will have to
be referred to the Office of Admissions and Records for a re-entry slip after
proving that they are back residing in our school district. However, if the student
did not enroll in another school district and 10 school days have not elapsed, then
the student can be re-enrolled at their respective campus without being referred to
Admissions and Records for a re-entry slip.
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4. STUDENTS WHO FINISHED THE PREVIOUS SCHOOL YEAR IN OUR
DISTRICT AND DO NOT ENROLL AT THE BEGINNING OF THE NEW
SCHOOL YEAR. If a student finished the school year at your campus and does
not enroll in another school district at the beginning of the year, he/she may be
activated at your campus without being referred to Admissions and Records for a
re-entry slip only during the leaver recovery window period of the new school
year. Check with your social worker for the end date of the leaver recovery
period. Your campus shall request that the family show a current proof of
residence such as a utility bill or a notarized letter indicating the physical address.
Remember, there could be extenuating circumstances as to why the family may
have delayed the enrollment of their child. Migrant students will be enrolled at
the campus regardless of not enrolling in another school district or time
elapsed. Note: Non-migrant students who actually enrolled in another school
district at the beginning of the year and are now moving back to our district
will have to be referred to Admissions and Records for a re-entry slip.

5. STUDENT ATTENDS SCHOOL IN THE MORNING, RECEIVES
INSTRUCTION, BUT LEAVES BEFORE ATTENDANCE IS POSTED TO GO
SEE A DOCTOR AND COMES BACK ON THE SAME DAY OR THE
FOLLOWING MORNING WITH A DOCTOR’S EXCUSE. As per the
“STUDENT ATTENDANCE ACCOUNTING HANDBOOK?, a student not
actually on campus at the time attendance is taken may be considered in
attendance for ADA purposes if the student is temporarily absent because of a
documented appointment with a health care professional. To be considered
temporarily absent, however, the student must begin classes or return to school on
the same day of the appointment. The appointment should be supported by a
document, such as a note from the health care professional. The student will be
marked “present” for that day or the previous day using absence type code “P”
and absence reason “PM” when the student returns to school the same day or the
following morning with a valid doctor’s excuse (see Absence Types-Reasons
Code page).

6. STUDENTS ATTENDING REQUIRED SPEECH THERAPY APPOINTMENT
OR OTHER HEALTH CARE REQUIRED APPOINTMENTS AFTER
ATTENDANCE HAS BEEN POSTED. Parents are to be encouraged to set up
these appointments as late as possible so that instruction is not interrupted.
Students will not be penalized when circumstances prevent the health care
agency to honor a parent’s request for a late appointment. The student is expected
to do makeup work as a result of leaving early. If the student was absent all day
for a required appointment, use absence type code “A” and absence reason code
“AP”. If the student was absent a partial day only, use absence type code “P” and
absence reason code “PM” (see Absence Types-Reasons Code page).
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LA JOYA I.S.D.
STUDENT ATTENDANCE GUIDELINES

Student attendance is crucial for academic success and school funding. Attendance
records are auditable by the Texas Education Agency as well as other organizations.
These guidelines are only intended to supplement the state “Student Attendance
Accounting Handbook”. With this in mind, the following guidelines have been
established:

College and Career Center

1. PERSON RESPONSIBLE FOR POSTING ATTENDANCE AT THE CAMPUS.
The official attendance time for ADA purposes is 10:00 am. The teacher is
responsible for posting attendance in SkyPAC’s “Educator Access Plus” website
at their respective campus. All teachers at this campus will post attendance at
10:00 am. In the event that the teacher is absent, then the substitute teacher
should take attendance and submit the attendance roster to the attendance office.
The teacher is to be made aware that accurate and timely attendance record
keeping is an integral component of their professional appraisal at the end of the
year. Failure to comply with policy and procedures may affect their performance
on the Professional Development Appraisal System (PDAS).

2. PERSON RESPONSIBLE FOR MODIFYING ATTENDANCE AT THE
CAMPUS. The student excuses or Admit to Class Slips will be forwarded to the
attendance clerk at the student’s home campus high school. The attendance clerk
is responsible for printing a student attendance report using SkyPAC and
verifying for accuracy. The attendance clerk is responsible for coding the absence
properly after the campus principal (director) or administrator has determined
whether the absence is excused or unexcused. The attendance clerk is to run
reports of teachers that are not posting attendance and forward reports to the
principal (director). In addition, the attendance clerk is to generate a percentage
attendance report weekly on a Monday so that the principal (director) can review
the past weeks attendance rates.

3. STUDENT ARRIVING LATE TO CAMPUS IN THE MORNING AFTER
INSTRUCTION BEGINS. A tardy is defined as arriving at school any time after
instruction has begun. A campus administrator shall determine whether the tardy
is excused or unexcused. . The following codes will be used to determine if the
tardy is excused or unexcused: Absence type code “T” with absence reason
code “TB” for Tardy Bus; Absence type code “T” with absence reason code
“TU” for Tardy Unexcused; Absence type code “T” with absence code “TM”
for Tardy Medical; and absence type code “T” with absence reason code
“TI” for Tardy lliness (see attendance codes page). As per TEA, tardies will
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not count for truancy proceedings. Tardies will be addressed by the
principal as a disciplinary issue at the campus level.

PERFECT ATTENDANCE. The absences of students that transfer into our
school district from another Texas school or U.S. school will affect perfect
attendance for the six weeks. A student must have perfect attendance from the
previous district in order to qualify for six weeks, semester, or end of year perfect
attendance. A student who leaves after attendance has been posted and who has
no documented health care appointment will be marked absent for the periods
missed and will consequently be disqualified for perfect attendance for that six
weeks, semester, and end of year.

Migrant students: Students coming in from Texas or another state and who
have not enrolled in school at the beginning of the school year will qualify for
six weeks, semester and end of year perfect attendance awards here in our
district. Attendance begins when they enroll here in the district. Migrant
students who did enroll in another U.S. school or Texas school may still
qualify for six weeks, semester or end of year perfect attendance regardless
of their attendance at the previous school.

. WITHDRAWAL OF A STUDENT FOR NONATTENDANCE. As per FEA
(Local) in the board policy, a student under the age of 18 may be withdrawn
under the following conditions: 1) The student has been absent ten consecutive
school days; and 2) Repeated efforts by the attendance officer and/or
principal to locate the student have been unsuccessful. If the campus is
successful in determining the whereabouts of the student based on a home visit
report with a neighbor, or relative (i.e. uncle, aunt, grandparent, etc.) before the 10
days have elapsed, then the campus can withdraw the student and properly code
the withdrawal. If efforts to locate the student have been unsuccessful, the
campus must wait until 10 days have elapsed before the student can be withdrawn
(use withdrawal code “98”). Remember, every effort must be exhausted to locate
the student.

. STUDENTS GOING ON A SCHOOL SPONSORED FIELD TRIP. The teacher

or sponsor is responsible for taking student attendance and reporting attendance to
the principal or principal designee before departing. This includes events that
occur before the instructional day begins. Students attending school sponsored
field trips are to be counted present all day. Use absence type code “P”” with
absence reason code “PU” for UIL activity. Use absence type code “P”” with
absence reason code “PF” for non-UIL field trip.

. STUDENTS ARRIVING LATE TO CLASS AFTER BEING WITH THE

PRINCIPAL (DIRECTOR), ASSISTANT PRINCIPAL, COUNSELOR, OR
PROFESSIONAL SUPPORT STAFF. An “Admit to Class Slip”(see Admit to
Class Slip form) to support the claim that a student was with a principal, assistant
principal, counselor or professional support staff at the time attendance was taken
will be issued to the student to turn in to the teacher upon return to class. The
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10.

administrator and/or school personnel issuing the “Admit to Class Slip” will
provide a copy to the attendance clerk to clear the absence. NOTE: If the student
was in the nurse’s office, the nurse will issue out a clinic pass to the student to
turn in to the teacher upon return to class. Use absence type code “P” and
absence reason code “PO”.

TRUANCY (FAILURE TO ATTEND SCHOOQOL). A student becomes truant
when he/she fails to attend school without an excuse on 10 or more days or parts
of days within a six-month period in the same school year or on 3 or more days or
parts of days within a four-week period. Under TEC 25.0951 (a), a complaint
or referral for 10 or more unexcused absences within six months must be
made within 10 school days from the date of the student’s 10" absence. A
court shall dismiss a complaint or referral that is not made in compliance
with TEC 25.0951. (See Truancy Procedures in Appendix)

ATTENDANCE FOR CREDIT. As per FEC-(Legal), To receive credit in class,
a student must attend at least 90% of the days the class is offered. A student who
attends at least 75% but fewer than 90% of the days the class is offered may
receive credit for the class if he or she completes a plan, approved by the
principal, that allows the student to fulfill the instructional requirements for the
class. If a student is involved in a criminal or juvenile court proceeding, the
approval of the presiding judge over the case will also be required before the
student receives credit for the class. If a student attends less than 75% of the days
the class is offered or has not yet completed a plan approved by the principal, then
the student will be referred to the campus attendance committee to determine
whether there are extenuating circumstances for the absences and how the student
can regain credit, if appropriate. (see FEC-Local for established conditions).

STUDENTS ARRIVING LATE TO A CLASS PERIOD DURING THE DAY
AFTER ATTENDANCE IS POSTED WITHOUT A VALID ADMIT TO
CLASS SLIP OR NURSE’S CLINIC PASS. Students who arrive late to a class
period during the day without a valid Admit to Class Slip or Nurse’s Clinic Pass
are to be marked absence code type “T”-Tardy by the teacher regardless of the
time that is left for the instructional period to end. Do not mark the student
absent.

FREQUENTLY ASKED QUESTIONS/SCENARIOS

NEW OR RE-ENTRY STUDENTS ARRIVING AT YOUR CAMPUS AFTER
ATTENDANCE HAS BEEN POSTED. New to district or re-entry students who
arrive at your campus after attendance has been posted at 10:00 am will be
allowed to begin the enrollment process and stay in school to attend class.

STUDENTS WITHDRAWING FROM LA JOYA 1.S.D. WITH THE INTENT
TO ENROLL IN ANOTHER SCHOOL DISTRICT OR WHO DO NOT
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ENROLL IN ANOTHER SCHOOL DISTRICT WITHIN THE SAME SCHOOL
YEAR. If the student enrolled in another school district, then he/she will have to
be referred to the Office of Admissions and Records for a re-entry slip after
proving that they are back residing in our school district. However, if the student
did not enroll in another school district and 10 school days have not elapsed, then
the student can be re-enrolled at their respective campus without being referred to
Admissions and Records for a re-entry slip.

LEAVERS/DROPOUTS WHO HAVE NOT ATTENDED OUR DISTRICT FOR
MORE THAN ONE SCHOOL YEAR. When a student has been out of the
district for more than one school year and is being recruited back or is interested
in returning to school, he/she will need to be directed to the Office of Admissions
and Records. Students that are under 18 years of age must be accompanied by a
parent/guardian. Parent/guardian will need to present a valid picture 1D, proof of
residence and the child’s immunization record. Students that are 18 years or over
will present a valid 1D, proof of residence and their immunization record. A re-
entry slip will be issued by Admissions and Records to present at the campus.

. STUDENT ATTENDS SCHOOL IN THE MORNING, RECEIVES

INSTRUCTION, BUT LEAVES BEFORE ATTENDANCE IS POSTED TO GO
SEE A DOCTOR AND COMES BACK ON THE SAME DAY OR THE
FOLLOWING MORNING WITH A DOCTOR’S EXCUSE. As per the
“STUDENT ATTENDANCE ACCOUNTING HANDBOOK?, a student not
actually on campus at the time attendance is taken may be considered in
attendance for ADA purposes if the student is temporarily absent because of a
documented appointment with a health care professional. To be considered
temporarily absent, however, the student must begin classes or return to school on
the same day of the appointment. The appointment should be supported by a
document, such as a note from the health care professional. The student will be
marked “present” for that day or the previous day using absence type code “P”
and absence reason “PM” when the student returns to school the same day or the
following morning with a valid doctor’s excuse (see Absence Types-Reasons
Code page).

. STUDENTS ATTENDING REQUIRED SPEECH THERAPY APPOINTMENT

OR OTHER HEALTH CARE REQUIRED APPOINTMENTS AFTER
ATTENDANCE HAS BEEN POSTED. Parents are to be encouraged to set up
these appointments as late as possible so that instruction is not interrupted.
Students will not be penalized when circumstances prevent the health care
agency to honor a parent’s request for a late appointment. The student is expected
to do makeup work as a result of leaving early. If the student was absent all day
for a required appointment, use absence type code “A” and absence reason code
“AP”. If the student was absent a partial day only, use absence type code “P” and
absence reason code “PM” (see Absence Types-Reasons Code page).
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LA JOYA I.S.D.
STUDENT ATTENDANCE GUIDELINES

Student attendance is crucial for academic success and school funding. Attendance
records are auditable by the Texas Education Agency as well as other organizations.
These guidelines are only intended to supplement the state “Student Attendance
Accounting Handbook”. With this in mind, the following guidelines have been
established:

JIMMY CARTER EARLY COLLEGE HIGH SCHOOL

1. PERSON RESPONSIBLE FOR POSTING ATTENDANCE AT THE CAMPUS.
The official attendance time for ADA purposes is 10:00 am. The teacher is
responsible for posting attendance in SkyPAC’s “Educator Access Plus” website
at their respective campus. Every high school campus in the district will post
attendance at 10:00 am. In the event that the teacher is absent, then the
substitute teacher should take attendance and submit the attendance roster to the
attendance office. The teacher is to be made aware that accurate and timely
attendance record keeping is an integral component of their professional appraisal
at the end of the year. Failure to comply with policy and procedures may affect
their performance on the Professional Development Appraisal System (PDAS).

2. PERSON RESPONSIBLE FOR MODIFYING ATTENDANCE AT THE
CAMPUS. The attendance clerk is responsible for printing a student attendance
report using SkyPAC and verifying for accuracy. The attendance clerk is
responsible for coding the absence properly after the campus principal or
administrator has determined whether the absence is excused or unexcused. The
attendance clerk is to run reports of teachers that are not posting attendance and
forward reports to the principal. In addition, the attendance clerk is to generate a
percentage attendance report weekly on a Monday so that the principal can review
the past weeks attendance rates.

3. STUDENT ARRIVING LATE TO CAMPUS IN THE MORNING AFTER
INSTRUCTION BEGINS. A tardy is defined as arriving at school any time after
instruction has begun. A campus administrator shall determine whether the tardy
is excused or unexcused. . The following codes will be used to determine if the
tardy is excused or unexcused: Absence type code “T” with absence reason
code “TB” for Tardy Bus; Absence type code “T” with absence reason code
“TU” for Tardy Unexcused; Absence type code “T” with absence code “TM”
for Tardy Medical; and absence type code “T” with absence reason code
“TI1” for Tardy IlIness (see attendance codes page). As per TEA, tardies will
not count for truancy proceedings. Tardies will be addressed by the
principal as a disciplinary issue at the campus level.
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4. PERFECT ATTENDANCE. The absences of students that transfer into our
school district from another Texas school or U.S. school will affect perfect
attendance for the six weeks. A student must have perfect attendance from the
previous district in order to qualify for six weeks, semester, or end of year perfect
attendance. Students coming in from a foreign country into grade levels of ot
grade or higher after the school year begins will be disqualified for perfect
attendance for the current year. However, the student coming from a foreign
country may qualify for six weeks and semester perfect attendance. A student
who leaves after attendance has been posted and who has no documented health
care appointment will be marked absent for the periods missed and will
consequently be disqualified for perfect attendance for that six weeks, semester,
and end of year. Migrant students: Students coming in from Texas or another
state and who have not enrolled in school at the beginning of the school year
will qualify for six weeks, semester and end of year perfect attendance
awards here in our district. Attendance begins when they enroll here in the
district. Migrant students who did enroll in another U.S. school or Texas
school may still qualify for six weeks, semester or end of year perfect
attendance regardless of their attendance at the previous school.

5. WITHDRAWAL OF A STUDENT FOR NONATTENDANCE. As per FEA
(Local) in the board policy, a student under the age of 18 may be withdrawn
under the following conditions: 1) The student has been absent ten consecutive
school days; and 2) Repeated efforts by the attendance officer and/or
principal to locate the student have been unsuccessful. If the campus is
successful in determining the whereabouts of the student based on a home visit
report with a neighbor, or relative (i.e. uncle, aunt, grandparent, etc.) before the 10
days have elapsed, then the campus can withdraw the student and properly code
the withdrawal. If efforts to locate the student have been unsuccessful, the
campus must wait until 10 days have elapsed before the student can be withdrawn
(use withdrawal code “98”). Remember, every effort must be exhausted to locate
the student.

6. STUDENTS GOING ON A SCHOOL SPONSORED FIELD TRIP. The teacher
or sponsor is responsible for taking student attendance and reporting attendance to
the principal or principal designee before departing. This includes events that
occur before the instructional day begins. Students attending school sponsored
field trips are to be counted present all day. Use absence type code “P”” with
absence reason code “PU” for UIL activity. Use absence type code “P”” with
absence reason code “PF” for non-UIL field trip.

7. STUDENTS ARRIVING LATE TO CLASS AFTER BEING WITH THE
PRINCIPAL, ASSISTANT PRINCIPAL, COUNSELOR, OR PROFESSIONAL
SUPPORT STAFF. An “Admit to Class Slip”(see Admit to Class Slip form) to
support the claim that a student was with a principal, assistant principal, counselor
or professional support staff at the time attendance was taken will be issued to the
student to turn in to the teacher upon return to class. The administrator and/or
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10.

11.

school personnel issuing the “Admit to Class Slip” will provide a copy to the
attendance clerk to clear the absence. NOTE: If the student was in the nurse’s
office, the nurse will issue out a clinic pass to the student to turn in to the teacher
upon return to class. Use absence type code “P” and absence reason code “PO”.

TRUANCY (FAILURE TO ATTEND SCHOOL). A student becomes truant
when he/she fails to attend school without an excuse on 10 or more days or parts
of days within a six-month period in the same school year or on 3 or more days or
parts of days within a four-week period. Under TEC 25.0951 (a), a complaint
or referral for 10 or more unexcused absences within six months must be
made within 10 school days from the date of the student’s 10™ absence. A
court shall dismiss a complaint or referral that is not made in compliance
with TEC 25.0951. (See Truancy Procedures in Appendix)

ATTENDANCE FOR CREDIT. As per FEC-(Legal), To receive credit in a
class, the student must attend at least 90% of the days the class is offered. A
student who attends at least 75% but fewer than 90% of the days the class is
offered may receive credit for the class if he or she completes a plan, approved by
the principal, that allows a student to fulfill the instructional requirements for the
class. If a student is involved in a criminal or juvenile court proceeding, the
approval of the presiding judge over the case will also be required before the
student receives credit for the class. If a student attends less than 75% of the days
the class is offered or has not completed a plan approved by the principal, then the
student will be referred to the campus attendance committee to determine whether
there are extenuating circumstances for the absences and how the student can
regain credit, if appropriate. (see FEC-Local for established conditions).

STUDENTS ARRIVING LATE TO A CLASS PERIOD DURING THE DAY
AFTER ATTENDANCE IS POSTED WITHOUT A VALID ADMIT TO
CLASS SLIP OR NURSE’S CLINIC PASS. Students who arrive late to a class
period during the day without a valid Admit to Class Slip or Nurse’s Clinic Pass
are to be marked absence code type “T”-Tardy by the teacher regardless of the
time that is left for the instructional period to end. Do not mark the student
absent.

PARENT/GUARDIAN PRESENTING A NOTARIZED LETTER AS PROOF
OF RESIDENCY INSTEAD OF A UTILITY BILL. When a new or re-entry
student’s parent/guardian presents a notarized letter as proof of residency, because
they do not have a utility service bill under their name, then it will be the parent
educator’s, social worker’s, attendance officer’s or principal’s designee
responsibility to verify that the student is actually living in your zoned area by
conducting a home visit. When a current student moves in to your zoned area
from another district campus and the parent/guardian presents a notarized letter
for proof of residency because they do not have a utility service bill under their
name, then it will be the parent educator’s, social worker’s, attendance officer’s or
principal’s designee responsibility to verify that the family actually resides at the
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address stated on the notarized letter. If it is a hardship case and the
parent/guardian can not produce a utility bill or notarized letter, then the principal
will give the family a 10 day conditional to present either document to the school.
We will not keep the child out of school. The campus personnel will remind
the parent/guardian that a notarized letter is a legal document and that legal
ramifications may result if the parent is falsifying information. In the event
that the family is not living at the address stated on the notarized letter, then the
attendance officer will summon the parent/guardian to address the issue at the
campus. Keep the notarized letter in the student permanent record and also
keep a copy of the notarized letter together with the home visit reportin a
binder

FREQUENTLY ASKED QUESTIONS/SCENARIOS

NEW STUDENTS ARRIVING AT YOUR CAMPUS AFTER ATTENDANCE
HAS BEEN POSTED. New students who arrive at your campus for the first time,
after attendance has been posted at 10:00 am, will be allowed to begin the
enrollment process and stay in school to attend class.

. STUDENTS WITHDRAWING FROM LA JOYA I.S.D. WITH THE INTENT

TO ENROLL IN ANOTHER SCHOOL DISTRICT OR WHO DO NOT
ENROLL IN ANOTHER SCHOOL DISTRICT WITHIN THE SAME SCHOOL
YEAR. If the student enrolled in another school district, then he/she will have to
be referred to the Office of Admissions and Records for a re-entry slip after
proving that they are back residing in our school district. However, if the student
did not enroll in another school district and 10 school days have not elapsed, then
the student can be re-enrolled at their respective campus without being referred to
Admissions and Records for a re-entry slip.

. STUDENTS WHO FINISHED THE PREVIOUS SCHOOL YEAR IN OUR

DISTRICT AND DO NOT ENROLL AT THE BEGINNING OF THE NEW
SCHOOL YEAR. If a student finished the school year at your campus and does
not enroll in another school district at the beginning of the year, he/she may be
activated at your campus without being referred to Admissions and Records for a
re-entry slip only during the leaver recovery window period of the new school
year. Check with your social worker for the end date of the leaver recovery
period. Your campus shall request that the family show a current proof of
residence such as a utility bill or a notarized letter indicating the physical address.
Remember, there could be extenuating circumstances as to why the family may
have delayed the enrollment of their child. Migrant students will be enrolled at
the campus regardless of not enrolling in another school district or time
elapsed. Note: Non-migrant students who actually enrolled in another school
district at the beginning of the year and are now moving back to our district
will have to be referred to Admissions and Records for a re-entry slip.
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4. STUDENT ATTENDS SCHOOL IN THE MORNING, RECEIVES
INSTRUCTION, BUT LEAVES BEFORE ATTENDANCE IS POSTED TO GO
SEE A DOCTOR AND COMES BACK ON THE SAME DAY OR THE
FOLLOWING MORNING WITH A DOCTOR’S EXCUSE. As per the
“STUDENT ATTENDANCE ACCOUNTING HANDBOOK?, a student not
actually on campus at the time attendance is taken may be considered in
attendance for ADA purposes if the student is temporarily absent because of a
documented appointment with a health care professional. To be considered
temporarily absent, however, the student must begin classes or return to school on
the same day of the appointment. The appointment should be supported by a
document, such as a note from the health care professional. The student will be
marked “present” for that day or the previous day using absence type code “P”
and absence reason “PM” when the student returns to school the same day or the
following morning with a valid doctor’s excuse (see Absence Types-Reasons
Code page).

5. STUDENTS ATTENDING REQUIRED SPEECH THERAPY APPOINTMENT
OR OTHER HEALTH CARE REQUIRED APPOINTMENTS AFTER
ATTENDANCE HAS BEEN POSTED. Parents are to be encouraged to set up
these appointments as late as possible so that instruction is not interrupted.
Students will not be penalized when circumstances prevent the health care
agency to honor a parent’s request for a late appointment. The student is expected
to do makeup work as a result of leaving early. If the student was absent all day
for a required appointment, use absence type code “A” and absence reason code
“AP”. If the student was absent a partial day only, use absence type code “P” and
absence reason code “PM” (see Absence Types-Reasons Code page).
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ARRENDIX



LA JOYA I.S.D.
TRUANCY PROCEDURES
(Failure to Attend School)

Truant: A student who has unexcused voluntary absences on ten or more days or
parts of days within a six month period or three or more days or parts of days within a
four week period. TEC: 25.0951

Note: Skipping class periods will be considered unexcused “parts of days”.
Procedure 1: Student Contact/ Phone Call to Parents

-Campus Attendance Office or Truant Officer will make contact with student after the
3" unexcused absence to discuss his/her school attendance. They will also call
parent/guardian by phone to discuss their child’s unexcused absences.

Procedure 2: Warning Letter

-Sent to parents/guardians by Campus Attendance Office or High School Truant
Officers after the 5" unexcused absence.

-Parents/guardians must respond to the unexcused absences

-Parents/guardians call school, set up conference, bring in excuses

-1f acceptable response/Truancy court process stops

-If parent/guardian fails to respond, another attempt to contact parent/guardian will be
made by phone or home visit by truant officer or social worker. They will discuss
student’s attendance problem.

-1f acceptable response/Truancy court process stops.

- If student continues with unexcused absences, then school proceeds with “Student
Referral to Justice of the Peace or Municipal Court”

Procedure 3: “Student Referral to Justice of the Peace or Municipal Court”

-Notice sent to parents/guardians by Campus Attendance Office or High School
Truant Officers to notify them that they are being taken to court to respond to the
truancy charges and that a summons to appear in court is forthcoming

-All elementary schools, middle schools and Hope Academy will forward a copy of
the warning letter along with a copy of the “Student Referral to the Justice of the
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Peace or Municipal Court” to Hiram Saenz, Truant Officer, located at the Jimmy
Carter High School-Truancy Division, for processing

-Truant Officers representing all elementaries, middle schools, HOPE Academy and
High Schools prepare folder(s) with student data and Police/Truancy Officer delivers
student folder(s) to the Justice of the Peace or City Municipal Judge

Note: Under TEC 25.0951(a), a compliant or referral for 10 or more unexcused
absences within six months must be made within 10 school days from the date of
the student’s 10" absence. A court shall dismiss a complaint or referral that is
not made in compliance with TEC 25.0951.

Procedure 4: Justice of the Peace or City Municipal Judge

-Justice of the Peace or City Municipal Judge issues summons for parent/guardian
and child to appear in court

-Summons is delivered by Police, Truancy Officer, or Deputy Constable to
parents/guardians

-Parent/guardian and child shall attend truancy hearing

-High School Truant Officers will represent their campus; Truant Officer, Hiram
Saenz, will represent all elementary schools, middle schools, and Hope Academy. A
school administrator is required to attend all truancy hearings.

At the hearing:

-1f parent/guardian pleads guilty, then the judge will issue out adjudication.

-1f parent/guardian pleads not guilty, the case is rescheduled for the next court date
when the Assistant District Attorney is present. At this time, the High School Truant
Officer will represent his/her campus and present the case. Hiram Saenz, Truant
Officer, will present the cases for all elementary schools, middle schools and Hope
Academy. The campus administrator is required to attend.

-Parent/guardian will enter into a plea bargain agreement with the Assistant District
Attorney and a minimum fine may be assessed at that time

-Parent/guardian may plead not guilty and the case will be re-scheduled

-For the re-scheduled case, a professional campus representative in charge of truancy
must also attend

-Evidence is presented to Justice of the Peace or City Municipal Judge

-Judge renders verdict

-Truant Officers record results to report back to the campus principal
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Procedure 5: Entering of Truancy Results

-Each Truant Officer will enter results of hearings in truancy database and send
Immediately to the Campus Principal and the Discipline Clerk (Truancy Code page
for PEIMS)

-Student folder is filed accordingly

Procedure 6: Non-compliance with Judge’s Order

-If student does not comply with the judge’s order, then contempt proceedings will be
filed

-Administrator or Truant Officer will fill out a new “Student Referral to the Justice
of the Peace or Municipal Court” and will mark off the box that says “Contempt of
Court”

-Forward referral along with attendance report to the respective Truant Officer.

-1f student, age 17 or older, does not appear in court, a warrant for his/her arrest may
be issued by judge for failure to appear.

-1f parent of student, age 16 or younger does not appear in court, a warrant for his/her
arrest may be issued by judge for failure to appear.

Note: The parental strategists that are assigned to each of the high school’s
accelerated campuses will work closely with the Truant Officers from their assigned
campuses. This will ensure that the truancy cases from the high school accelerated
campuses are properly filed in court by the High School Truant Officers on a timely
manner.

Any questions regarding the truancy procedures may be directed to Isidro Casanova,
District Student Attendance/Truancy Supervisor at 584-4839.
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La Joya I.S.D
Attendance Warning Letter

Your son/daughter is having school attendance problems. The student may be skipping
classes or not coming to school. Failure to attend classes without an excuse violates the
Texas Education Code 25.093 “Parent Contributing to Non-Attendance”

or TEC 25.094 “Failure to Attend School” and can result in filing charges for truancy
in municipal or justice court. School attendance is mandatory by law and is the
responsibility of the parent(s), student and school. In addition to legal charges, your
son/daughter may lose credit and may be required to attend after school tutoring sessions,
and may need to attend summer school. Excuses must be turned in to the appropriate
campus personnel within 3 days of the absence; otherwise, the absence will remain
unexcused. Remember, don’t assume that the student turned in the excuse to school
personnel, it is the parent(s) responsibility to check with the school to make sure
they received the excuse. Extenuating circumstances will be reviewed by the campus
principal.

To avoid further action by the school, please contact the attendance office at telephone
number to set up a conference to discuss your child’s attendance. Your
support and cooperation is greatly appreciated as we work together towards the
“Educational Excellence” of your child.

El Distrito Escolar Independiente de La Joya
Carta de Advertencia de Asistencia Escolar

Su hijo(a) esta teniendo problemas de asistencia. Faltar a clases sin justificacion es una
violacion de el Codigo de Educacion de Texas 25.093 “Padre Contribuyendo a la
Asistencia” o el Codigo de Educacion de Texas 25.094 “Infraccion por no Asistir a la
Escuela” y puede resultar en cargos de ausentismo escolar en la corte municipal o
justicia. La asistencia escolar es obligatoria por ley y es responsabilidad de los padres,
estudiantes, y la escuela. Ademas de cargos legales, su hijo(a) puede perder credito y
tambien ser obligado a tomar clases por la tarde y a asistir a clases de verano. La excusa
debe ser entregada al personal apropiado de la escuela dentro de 3 dias de la falta,
de otro modo, la falta permanecera injustificada. Recuerde, no suponga que su
hijo(a) entrego la excusa a la escuela. Es su responsibilidad como padres a llamar o
visitar a la escuela a verificar que se entregaron las excusas. El director de la escuela
evaluara circumstancias atenuantes.

Para evitar que el proceso continue por parte de la escuela, favor de comunicarse a la
oficina de asistencia de su hijo(a) al numero de telefono para hacer cita 'y
discutir la asistencia de su hijo(a). Su apoyo y cooperacion son gratamente agradecidos
en nuestro mutuo esfuerzo para obtener la “Excelencia Educativa” de su hijo(a).
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La Joya Independent School District
Distrito Escolar Independiente de La Joya
STUDENT REFERRAL TO THE JUSTICE OF THE PEACE OR MUNICIPAL COURT
REFERENCIA ESTUDIANTIL AL JUEZ DE PAZ O CORTE MUNICIPAL

To: La Joya I.S.D. Attendance/Truant Officer

Campus/Escuela:

I, the undersigned/Yo el suscrito:

Principal:___ Asst. Principal:___ Supervisor.___ of/de Attendance/Truancy Officer:

Request that student/ Solicito
que el alumno(a):

Date of Grade Level/ Student

Birth/Fecha de Nivel de ID#/Numero de
Nacimiento: Grado: Indentificacion:

Home City/Zip code

Address/Domicilio: Codigo Postal:

Physical Address/Direccion

Fisica:

Home Phone # Parents

Numero de Name/Nombre de
Telefono: Padres

Mother’s Maiden
Name./Madre (apellido de
soltera)

; be referred to the Municipal Court or Justice of the Peace Court Precinct 3 Place 2, County of
Hidalgo, State of Texas for the following violation:

: se a referido a la Corte Municipal o Al Juez de Paz de la Corte Precinto 3 Lugar 2, Condado de
Hidalgo, Estado de Texas, por la siguiente infraccion:

[ ] TEC 25.093 Parent Contributing to Non-Attendance / Padre Contribuyendo a la Inasistencia
[] TEC 25.094 Failure to Attend School / Infraccion por no Asistir a la Escuela

[] TEC 25.085 Compulsory School Attendance / Asistencia Escolar Obligatoria

[] Contempt of Court / Cargo por Incumplimiento a una Orden Tribunal

Truant: A student who has unexcused voluntary absences on ten or more days, or parts of days, within a six month period or three
or more days, or parts of days, within a four week period.

Ausente habitual: Un alumno/a que tiene faltas voluntarias sin excusa diez 0 mas dias, o partes de dias, durante un periodo de seis
meses, 0 tres 0 mas dias, o partes de dias, durante un periodo de cuatro semanas.

Warning: You are being notified that your son/daughter has been referred to court for failure to attend school/class. A summons for a
court date will be forthcoming. Parents must call the Campus Student Attendance/Truant Officer upon receipt of this referral.
Advertencia: Se le esta avisando que su hijo(a) ha sido referido a la corte por la ausencia escolar/clase. Se les enviara un citatorio para
presentarse a la corte. Los padres tienen que llamar a el Official de Asistencia de la escuela immediatamente al recibir esta referencia.

Sincerely/
Sinceramente

Administrator’s Signature/ Firma de Administrador Date of Signature/Fecha de Firma
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Admit to Class
La Joya I.S.D.
(Campus Name)

Name: 1D#:

Date: Time:

This student should not be marked absent nor tardy.
Periods:1 2 3 4 5 6 7 Comments

o Administrator

o Attendance
o Conference
o Counselor
O
O

Support Staff
Suspension

Signature

*For secondary schools only
*Admit to Class Slips will be ordered from the La Joya 1.S.D. Print Shop.
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