QUICK USER GUIDE: TAKING ATTENDANCE
Teachers and attendance clerks play an important role in ensuring attendance is taken and
recorded accurately. (See pages 8 and 9 for specific details.)

Teachers


Within the first 10 minutes of each class period, teachers take attendance in Illuminate.

Attendance clerks


Finalize daily attendance



Call home



Change absence to tardy



Provide teachers with attendance “Weekly Verification Form” each week



Collect “Weekly Verification Form” within two days.

Principal or principal designee (Attendance clerk or community liaison)


Initial truancy letter



Second truancy letter
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ATTENDANCE MATTERS
Attendance matters. Period. Did you know, chronic absence (missing 10 percent of school
days) in kindergarten is associated with lower academic performance in 1st grade,
especially in reading for Latino students?
Most schools measure schoolwide attendance, or track truancy, which doesn’t capture
excused absences. When school districts analyze all absences, they are often surprised at
how many students are missing 10 percent or more of the school year.

The Monterey Peninsula Unified School District knows the importance of students being in
school. Attendance is a top priority for the district, and this Attendance Guidelines
publication is intended to improve engagement between the schools, students and parents
to ensure students attend school.

FAST FACTS (Source: attendanceworks.org)


Absenteeism in the first month of school can
predict poor attendance for the school year.



Half the students who miss 2 to 4 days during
the first month of school go on to miss nearly a
month of school in a school year.



An estimated 5 to 7.5 million U.S. students miss
nearly a month of school each year.



Absenteeism and its ill effects start early. One in
10 kindergarten and first grade students are
chronically absent.



Poor attendance can influence whether children read proficiently by the end of third grade,
and in some cases students may actually be retained a year.



By 6th grade, chronic absence becomes a leading indicator that a student will drop out of
high school.



Research shows that missing 10 percent of the school (18 days) in most school districts,
negatively affects a student’s academic performance (that’s just two days a month).



The academic impact of missing school is the same whether the absences are excused or
unexcused.



Low-income students are four times more likely to be chronically absent than others often
for reasons beyond their control, such as unstable housing, unreliable transportation and a
lack of access to health care.



When students improve attendance rates, they improve academic prospects and chances
for graduating.

ABSENTEEISM HARMS OUR LOCAL COMMUNITY AND SOCIETY


High school dropouts are two-and-a half times more likely to be on welfare than high
school graduates, and are almost twice as likely to be unemployed, according to a U.S.
Department of Education 1996 finding.



Studies show that truancy frequently leads to criminal activity, drug use, and
incarceration.



Research has found a clear link between academic failure in the early grades and
delinquent behavior in adolescence (Howell 1995).



According to recent statistics, about 50 percent of prison inmates are high school
dropouts and cost society well over $240 billion in lost wages and taxes over their
lifetimes.

The California Attorney General’s Office, the Ad Council, and the California Endowment, in
partnership with other agencies has developed an attendance toolkit. The toolkit includes input
from nearly 1,000 parents of elementary school children who missed 10 or more school days in
the previous year. Teachers, attendance clerks, school nurses, principals, and community
leaders will find resources, tips, and research addressing a critical question: What’s the best
way to talk to parents about absences in elementary school?

“The School-to-Prison Pipeline” is the “cascade of effects that occur when
children are pushed out of schools and into the juvenile justice system.” This
pipeline exacerbates existing racial and economic disparities in the education
and justice systems. Excessive absenteeism for any reason—an excused or
unexcused absence, or due to suspensions—is a solvable component of this
negative trajectory for our state’s most vulnerable students.
Missing school deprives students of important developmental and learning
opportunities, reducing opportunities for later success in life, and increasing
the risk of later involvement in the criminal justice system.
- Kamala Harris, California Attorney General

MPUSD’S BOARD POLICY
BP 5113 Students Absences And Excuses
The Governing Board believes that regular attendance plays an important role in student achievement. The Board recognizes its responsibility under
the law to ensure that students attend school regularly. Parents/guardians of children aged 6 to 18 are
obligated to send their children to school unless otherwise provided by law. The Board shall abide by all
state attendance laws and may use appropriate legal means to correct the problems of excessive absence or truancy.

TRUANCY LAWS
California law requires that children between the ages of 6 and
18 attend school every day. California Education Code 48321
provides several organizational structures for school districts to
create a safety net for students with persistent attendance or
behavior problems. Although the goal is to keep students in
school and provide them with a meaningful educational experience, school districts do have the power, when necessary, to
refer students and their parents or guardians to court.
While the law does not currently apply to children below the
age of six, research shows that early education (preschool and
kindergarten) are essential for future academic success. Furthermore, national and local research has shown that
students with frequent absences, whether excused or unexcused, have lower literacy levels, lower grades and higher
dropout rates than students who attend school regularly.
It is the parent/caregiver’s responsibility to ensure that his/her child gets to school every
day. Legally and ethically it is the Principal’s responsibility to ensure school staff enforce mandated Compulsory Education Laws and to follow the policies that ensure students are punctual
and attend the full length of the school days.
Although truancy and excessive absenteeism are not new problems, they cause costly, longterm problems for the students, school, and the community.

LOCAL CONTROL ACCOUNTABILITY PLAN (LCAP)
Every school district, charter school, and county
office of education must adopt a Local Control and
Accountability Plan (LCAP), which must specify
annual goals and action plans that address all eight
state priorities.
One of the state’s eight priorities is “pupil engagement,” which is to be measured by school attendance rates, chronic absenteeism rates, middle school and high school dropout
rates, and high school graduation rates.
LCAPs must address all eight state priorities for the entire student body, as well as for numerically significant pupil subgroups, which include racial/ethnic groups, low-income pupils, English Learners, pupils with disabilities, and foster youth. MPUSD’s LCAP identifies a System
Annual Measurable Outcome Goal is to increase the district’s attendance rate from 96.4% to
97.5%.

ATTENDANCE REVENUE
In the K-12 public education California system, every student has a value, including a monetary one. Most school districts across California receive state funding based on their average
daily attendance (ADA).
When a student is absent (even if an absence is excused) from school it results in a loss of
funding for the district. The state of California does not reimburse school districts for days students are absent. In the 2014-2015 school year, MPUSD lost more than $4,000,000 in unearned income due to absences.

LACK OF ATTENDANCE = LACK OF REVENUE (Based on 2014-15 attendance)
Excused

Unexcused

Total

Fiscal

Elementary

30,807

6,904

37,711

$1,885,550

Middle

14,578

3,504

18,082

$904,100

High School

18,816

8,226

27,042

$1,352,100

Total

64,201

18,634

82,835

$4,141,750

ATTENDANCE TRACKING IS EVERYONE’S RESPONSIBILITY
Each school site principal is responsible for the daily attendance accounting of all students under his/her supervision and shall establish clear marking procedures. Absences, tardies, early leave times, and reasons for absences are to be recorded. All teachers are mandated by
Education Code 44809 to take attendance correctly
daily. Every school shall have an official, daily attendancereporting time, which shall be during the first 10 minutes of
each class period. Teachers who habitually do not submit
attendance shall be reported to the principal for guidance
and assistance in meeting this requirement. Continued
failure to comply with the attendance accounting requirements shall result with appropriate disciplinary action. The principal is ultimately responsible for the accuracy and monitoring of attendance records.
Principals should use this sample memo intended for teachers regarding student attendance
and this sample letter for parents regarding the importance of student attendance.
TAKING ATTENDANCE
Teachers
The district’s adopted School Information System (SIS), Illuminate Education, offers an online
lesson, video and Illuminate Attendance Help Docs so teachers can easily learn how to
quickly input attendance.
Attendance Clerks
Illuminate Education provides two online videos for attendance clerks to learn how to process
and maintain student attendance as follows: Part I and Part II.
MPUSD Administrative Regulation 5113 provides a list of descriptions and the verification
method of what can legally be classified as an excused absence in accordance with California
education code and district policy. When inputting attendance codes in Illuminate all staff
should use the approved attendance codes.
NOTE: In accordance to MPUSD Administrative Regulation 5113, when a student has had 14
absences in the school year for illness verified, any further absences for illness must be verified by a physician.
On an ongoing basis, each school’s attendance clerk shall provide a list of students who have
exceeded 10 excused all-day absences to the school nurse, assistant principal who oversees
attendance (secondary level) and/or principal.

THE ROLE OF TEACHERS AND ATTENDANCE
CLERKS
Teachers


Accurately and promptly enter attendance in Illuminate within the first 10 minutes of each class period.

Attendance clerk:


Finalize daily attendance



Call home (using auto dialer system)



Change absence to tardy (for students who arrive after teacher enters attendance on Illuminate)



On the first day of each week (every week), provide teachers with attendance “Weekly Verification Form” for the previous week. The “Weekly Verification Form” should be signed and
returned within two school days.



Initial truancy letter (Note: Principal can designate responsibility)
 Generated at least monthly after 3 unexcused absences and/or 3 or more 30 minute

tardies.
 Mail letter to parents; scheduling a meeting with the parents is not required. This first

letter can serve as a general warning to inform the parents that action will be taken if
the attendance issue continues.
 After sending out the letter, provide the student’s name and information to the Commu-

nity Liaison, Family Services Specialist, or other designated office administrative staff
and principal and/or designated assistant principal who shall begin providing applicable
interventions.


Second truancy letter (Attendance Clerk or Community Liaison; designated by principal)
 A second truancy letter is generated if there is a violation of the first truancy letter.
 Site administrator takes action and initiates/facilitates a team/proactive approach (e.g.

PBIS, Family Services Specialist or Multidisciplinary Teams (SST) with student and
family).
 If the second truancy letter is violated, refer student/family to the Truancy Abatement

Program (District Attorney’s Office)

Illuminate provides online tutorial/guidelines on how to generate the initial and second truancy
letters.

ATTENDANCE AND POSITIVE BEHAVIORIAL INTERVENTION SUPPORTS (PBIS)
Positive Behavioral Intervention Supports (PBIS)
is a multi-tiered framework for establishing the
sociocultural and behavioral supports needed for
a school to achieve behavioral and academic
outcomes for all students. The tiered system allows all staff to understand the continuum of
school-wide, intensive and individual intervention
supports related to all social, academic and behavioral needs of the students including but not
limited to attendance rates.
All attendance intervention shall be approached under the PBIS framework utilizing a tiered
system of intervention for incorporating strategies and activities for prevention and intervention
to support all students with daily on-time school attendance.
“Physical, environmental, and social aspects of a school have a profound impact on student experiences, attitudes, behaviors, and performance. School culture and climate help determine whether students
are motivated to learn and stay in school. In a healthy and positive
school culture, all students experience equally supportive learning environments and opportunities that help them learn and thrive.”
- California Department of Education

Universal: Tier I
Tier 1 implements schoolwide practices to create positive school cultures that include:


Define and teach positive behavioral and social practices (component on attendance)



Acknowledge positive behavior (focus on attendance) using a schoolwide acknowledgement/reward system. For example, systemically acknowledge students for both good and
improved attendance.



On-going collection and use of data for identification of school site/student need and decision-making (Illuminate “on-track and behavior/attendance data”)



Implementation of the schoolwide systems that support effective practices



High quality instructions and academic expectations



Identify alternatives to suspensions, restore relations, and teach the student replacement
behavior strategies



Arrange consistent consequences for problem behavior



Proactive parent engagement and communication



Involve students and families in recognizing good or improved attendance

Selected Supports: Tier II and III
Once a student has been identified as at-risk or high risk, the team would identify the most appropriate course of action using the multi-tiered system of support as follows:


Use data to determine potential patterns or functions (reasons why) of the absenteeism



Identify the most appropriate course of action given the data analysis



Provide the identified interventions for the student(s) not meeting attendance expectations



Monitor and document intervention efforts and effectiveness



Collaborate with students and families regarding selected interventions and consequences
of poor attendance

AN APPROACH TO ATTENDANCE INTERVENTION THROUGH THE PBIS FRAMEWORK

Tier 1
(80% of students should attend 91% of the time or higher)


Teach importance of regular attendance



Communicate school site attendance goals



Reinforce good habits/reward system



Develop positive school climate that engages students



Conduct ongoing review and monitoring of schoolwide attendance data to increase rates of
student attendance via the Illuminate generated On-Track and PBIS Behavior/Attendance
Data

Tier 2
(At-risk students who are between 81% - 90% attendance and/or for students who have violated the First Truancy Letter)


Review of student attendance data



Call home and identify possible barriers impeding regular attendance



Refer student to PBIS Tier 2 team to identify appropriate supports



Provide student/family outside supports if appropriate



Documentation and monitoring



Multidisciplinary Team Meetings (SST)



Consider use of the included Poor Attendance Behavior Intervention Plan

Tier 3
(High risk, students below 80% attendance or below and/or for students who have violated the
Second Truancy Letter)


Individualized Intensive Interventions (continue use of Poor Attendance Behavior Intervention Plan)



Referral to the County of Monterey’s Truancy Abatement Program (See page 12 for additional information)
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DISTRICT ATTORNEY’S OFFICE REFERENCE GUIDELINES
Following a violation of the second truancy letter and the implementation
of reasonable interventions and strategies to respond to a respected
student’s truancy concerns, the attendance clerk (in collaboration with a
Community Liaison and appropriate site administrator) must initiate a
referral to the County of Monterey’s Truancy Abatement
Program. Download or view a copy of the Monterey County District
Attorney Truancy Abatement Program Handbook. The Monterey
County District Attorney Truancy Abatement Referral form.

NOTE: In accordance with 49076 subsection (G), a school district may provide access to
particular records relevant to the legitimate educational interests of the requester shall be
permitted to...A district attorney who is participating in or conducting a truancy mediation
program pursuant to Section 48263.5, or Section 601.3 of the Welfare and Institutions Code, or
participating in the presentation of evidence in a truancy petition pursuant to Section 681 of the
Welfare and Institutions Code.
KEY TERMS
AVERAGE DAILY ATTENDANCE (ADA): ADA is the number of days
of school a student attends divided by the total number of days of
instruction. A student attending every day would equal one ADA. ADA is
typically calculated at the school-level, rather than student-level.

TRUANCY: In California, a student is truant if he/she is absent or
tardy by more than 30 minutes without a valid excuse on 3 occasions in a
school year.
HABITUAL TRUANCY: A student is habitually truant if he/she is absent without a valid excuse
for 5 days during a school year.
CHRONIC TRUANCY: A student is chronically truant if he/she is absent without a valid excuse
for at least 10% of the school year.
CHRONIC ABSENCE: In California, chronic absence is defined as being absent for any
reason (excused or unexcused) for at least 10% of the school year. Thus, in a 175- or 180-day
school year, a student who misses 18 days of school or more is chronically absent.
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