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KTCEA Administrative Procedure 330 
Updated: November 2, 2022 

Student Attendance 

Background  
Regular attendance by students in all of their classes enhances their performance and 
contributes substantially to their educational progress. While students have a right to access an 
educational program they also have a responsibility to attend classes regularly. 
The School Act requires students to attend school regularly and punctually and identifies 
circumstances under which an absence may be deemed as excusable.  

Guidelines  
 

# Procedures Roles and 
Responsibilities 

1 The Principal shall ensure that an accurate record of student 
attendance is kept for every student enrolled in the school. 

Principal 

2 Teachers will monitor the attendance of students on an ongoing 
basis. 

Teachers 

3 It is the responsibility of the teacher to make every reasonable 
effort to inform the parent as soon as a student's attendance 
becomes a concern. This could be done by a telephone call or 
by sending a note home. 

Teachers 

4 If a teacher judges the attendance of a student to be 
unacceptable, or if the student is absent ten percent (10%) of the 
days in any one (1) month or more, the teacher will report this 
attendance information to the Principal. 

Teachers  
Principal 

5 Once the Principal receives a report of poor attendance on the 
part of a student, the Principal will, in consultation with the 
school attendance committee (Student Services), teacher and/or 
parent, take appropriate actions to attempt to improve the 
student's attendance. 

Teachers 
Principal 
Director of Student 
Services  

6 If the local school attempts at improving a student's attendance 
fail, the Principal shall report the case to the  Superintendent. 

Principal 

7 The Superintendent will contact the parents of the student with 
poor attendance and inform them of their responsibilities and 
encourage them to ensure acceptable attendance on the part of 
their child. The Superintendent shall also inform the parents of 
the consequences of the continuation of poor attendance by the 
student. 

Superintendent 
Principal 
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8 If after a reasonable amount of time, attendance remains at an 
unacceptable level, the matter may be referred to the Board. 

 

9 The Principal shall advise parents of the following: 
9.1. The need, if possible, to schedule medical, dental or 

other such related appointments at times that do not 
conflict with the regular hours of instruction. 

9.2. That students are responsible to cover the material taken 
in class during their absence. 

9.3. The need to phone or send a written explanation to the 
school to give the reasons for the student's absence from 
class. 

Principal 

10 Land Based Learning and Hunting Week activities a code of 
“L”  will be given to participating students. 

Teachers 

Definitions:  
Not Applicable  

Reference:  
Not Applicable        

Procedure Amendments and Updates  
The responsibility for updating and amending this procedure rests with the Superintendent’s 
Office. 
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