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Francis Howell School District 
Attendance and Earned Credit Handbook 

Communication Form 
 

 
 
August, 2014 
 
 
 
Dear Students and Parents/Guardians: 
 
In an effort to keep all students and parents/guardians informed of the attendance 
procedures, we are asking each of you to read the Attendance and Earned Credit 
Handbook which is available on the district website.  During the first few days of 
school, meetings will be held in each building to explain the handbook and its content 
to the students.  For additional information, please refer to the Board of Education 
Policies 2310 and 2340.   
 
Should you have questions, please feel free to contact your building principal at your 
earliest convenience. 
 
Respectfully, 
 
 
 
Pam Sloan, Ed.D. 
Superintendent of Schools 
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ATTENDANCE AND EARNED CREDIT HANDBOOK PROCEDURE (For additional information, see 
Policy/Regulation  2310) 

The purpose of the Attendance and Earned Credit Policy of the District is to encourage regular school attendance.  
Regular and punctual attendance is expected of each student enrolled in the District. There is a direct relationship 
between attendance, grades and success in school. This Attendance and Earned Credit Handbook has established 
reasonable standards regarding absences with the purpose of encouraging and supporting students toward achieving 
the highest possible academic success. 
 
A comprehensive system of attendance records is maintained for each student in the Francis Howell School District.  
Each teacher is responsible for the accurate reporting of daily attendance in the classroom.  The principal/designee is 
responsible for supplying information to parents/guardians in regard to student absences and for submitting attendance 
information to the Superintendent’s office.  Each building will have a program that reinforces students who maintain a 
good attendance record. 
 
Legal Aspects 
Missouri School Law under the Compulsory School Attendance subsection places the burden of responsibility for 
school attendance on the parent(s)/guardian(s):  Every parent, guardian, or other person in this state having charge, 
control or custody of a child between the ages of seven (7) and seventeen (17) years of age or a student who has 
successfully completed 16 credits toward high school graduation shall cause the child to attend regularly some 
public, parochial, parish, or home school not less than the entire school term of the school which the child attends 
(R.S.MO. 167.031).  Any parent, guardian or other person who enrolls a child between the ages of five (5) and seven 
(7) years in a public school program of academic instruction shall cause such child to attend the academic program on 
a regular basis, according to this section.  Nonattendance by such child shall cause such parent, guardian or other 
responsible person to be in violation of the provisions of section 167.061, except as provided by this section 
(R.S.MO.167.031). 

 
KINDERGARTEN THROUGH GRADE 8 PROCEDURES 

Absences 
Excessive absences may affect the academic grade.  An integral part of the learning experience is the interaction 
between students and teachers.  Students who are absent from school are not able to participate in class discussions, 
small group activities or class experiments.  It is not possible to make up activities of this nature.  Therefore, regular 
attendance is an important component of the educational process. 

Written documentation is required for all absences.  After ten (10) days, a doctor’s note may be requested for 
additional absences.   

Partial Absences/Tardies 
Students are required to be in class on time.  Students will be counted tardy or receive a partial absence for late arrival 
or early dismissal from school.    

Parent(s)/guardian(s) of students (K-8) are required to sign the child in when they arrive at school after the tardy bell.  
A reason for the late arrival should be provided. 

Early Dismissal 
If an elementary or middle school student must leave before the end of the school day, a parent/guardian must sign the 
student out.  A reason for the early dismissal should be provided.  Parent(s)/guardian(s) are not to go directly to the 
classroom.  The parent(s)/guardian(s) should send a note in advance regarding an early dismissal.   

Make-Up Work Due to Absences 
Students will be required to make up missed work. 
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Procedures for Dealing with Excessive Absences 
Intervention by the principal/designee should be the initial step in dealing with a student’s absences.  If personal 
problems appear to be the cause of the student’s absenteeism, efforts of parent(s)/guardian(s) and support personnel 
(i.e. teacher, counselor, etc.) may be requested to help improve a student’s attendance.   

Five (5) Day Rule 
After five (5) absences, the principal/designee will send a letter to the parent(s)/guardian(s). 

Ten (10) Day Rule 
After the student has accumulated ten (10) absences, a letter will go home indicating concern for the student’s 
attendance pattern.  The letter will also indicate that a referral to the Children’s Division and/or the Eleventh Circuit 
Family Court for truancy or educational neglect may be made.  (Refer to Board Policy and Regulation 2340 – Truancy 
and Educational Neglect.)   

Excessive Partial Absences 
After five (5) tardies or partial absences within a quarter, a letter will go home indicating the importance of all day 
school attendance.  If tardies or partial absences exceed ten (10) instances within any quarter, the principal will send a 
letter to the parent(s)/guardian(s) indicating a referral to the Children’s Division and/or the Eleventh Circuit Family 
Court may need to be made for educational neglect.   

HIGH SCHOOL GRADES 9 THROUGH 12 PROCEDURES 

Absences 
Excessive absences, whether excused or unexcused, may affect the academic grade.  An integral part of the learning 
experience is the interaction between students and teachers.  Students who are absent from school are not able to 
participate in class discussions, small group activities or class experiments.  It may not be possible to make up 
activities of this nature; therefore, regular attendance is an important component of the educational process.  
Accordingly, the ability to earn credit, especially at the secondary level, depends upon regular class attendance.  
Students will be required to make up work. 
 
Hourly Attendance 
Attendance will be taken every hour by teachers.  Truant students will be reported to the principal/designee for 
disciplinary action as indicated in the Code of Student Conduct handbook.  Prearranged off-campus college visits will 
be recorded as an excused absence. 

Partial Absences 
Students are required to be in class on time.  Students will be counted absent for arriving twenty (20) minutes 
late in any class. 
 
Early Dismissal 
Contact from the parent/guardian is required for an early dismissal.  Students are to sign out in the attendance 
office before leaving school before the end of the day. 

Verifying Absences  
A parent/guardian must notify the attendance office within 24 hours of the student’s return to school.  If the parent’s/ 
guardian’s notification is not received within 24 hours of the student’s return to school, the student will be considered 
truant.  
 
Five (5) Day Rule 
The school will make parent/guardian contact on the student’s fifth absence. The principal/designee and counselor will 
receive verification of this contact. 

Eight (8) Day Rule/Credit Probation 
After eight (8) unexcused absences, a letter will go home from the principal/designee indicating concern for the 
student’s attendance pattern.  The letter will also indicate that a referral may need to be made to an educational support 
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counselor or the student/teacher assistance team (STAT).  The letter will also state that on the tenth absence, a referral 
may be made to the Children’s Division and/or Eleventh Circuit Family Court for students under the age of seventeen 
(17). 
 
After the eighth unexcused absence during a semester, a parent/guardian contact will be made by a principal/designee. 
With that contact, the student will be placed on credit probation with a written contract that stipulates the attendance 
and credit requirements.  At the end of the semester, a principal/designee will review the stipulations within the 
contract and determine if credit is to be earned.  If at any time during the semester the student fails to meet the 
stipulations within the contract, a principal/designee will contact the parent(s)/guardian(s) and the student regarding 
the failure to earn credit. 

Student Appeal 
A student and their parent(s)/guardian(s) can appeal to the Building Attendance Committee in writing within three (3) 
days of the notification of failure to earn credit.  Members of the Building Attendance Committee will be designated 
by the principal.  The principal/designee will contact the parent(s)/guardian(s) by phone in a timely fashion and in 
writing within ten (10) days of the committee’s decision.  Parent(s)/guardian(s) may appeal this committee’s decision 
in writing to the Superintendent within three (3) days of receiving notification of the committee’s decision.  

When an appeal is made, ALL ABSENCES must be documented in the following form: 
 
Hospitalization - Doctor’s Letter 
Chronic Health Problems - Doctor’s Letter 
Court Dates - Court Letter 
Funerals of Immediate Family – Parent’s/Guardian’s Documentation 
Personal Calamity (flood, fire, etc.) - Parent’s/Guardian’s Documentation 
Catastrophic illness, serious accident - Doctor’s Letter 
Military Physical - Military Letter 
 
Ten (10) Day Rule 
After ten (10) unexcused absences, a letter will go home explaining that a referral could be made to the Eleventh 
Circuit Family Court for truancy and to the Children’s Division for educational neglect for students under the age of 
seventeen (17). 
 
 
TRUANCY AND EDUCATIONAL NEGLECT PROCEDURES  (For additional information, see 
Policy/Regulation  2340) 

    
Section 210.115.R.S.Mo. mandates certain professionals to report to the Children’s Division when they have 
reasonable cause to suspect that a child is being subjected to home conditions which contribute to school 
nonattendance.  Along with other professionals mentioned, the law specifically mentions "teacher, principal or other 
school official" as well as "nurse" and "social worker."  School employees who suspect that a student is subject to 
educational neglect shall report this as soon as possible to the principal/designee. 
 
The principal/designee shall review the report and confer with the parent/guardian to resolve the situation.  When 
appropriate, a school counselor, social worker, or nurse may be instructed to offer appropriate social or health service, 
which may be needed to intervene in the family circumstances.  If appropriate school intervention does not correct the 
student's truancy, and reasonable cause for educational neglect has been determined, the principal/designee shall call 
the Student Abuse Hotline of the Children’s Division and/or refer the family to the Eleventh Circuit Family Court and 
report the alleged child educational neglect and/or truancy. 
 
A report of this call shall be forwarded to the Director of Student Services. 
 
  
 


