
 
ENFIELD PUBLIC SCHOOLS 

Enfield, Connecticut 

 

 

Students                  P5113 

 

Attendance Policy K-12 

 

 

Connecticut law requires that children attend school regularly during the hours and terms that the 

public school is in session, unless specifically exempted from attendance by law. The 

Superintendent of Schools shall establish such procedures as deemed necessary to determine the 

cause of habitual truancy, including medical verification for excessive absence, and shall 

cooperate with other private and governmental agencies in correcting the causes thereof. 

 

Experience indicates that regular school attendance is important for school success. These 

regulations reflect our belief that classroom learning activities are an essential part of the 

curriculum for all students and are intended to reduce tardiness and absence from class. 

 

The Connecticut Board of Education adopted new definitions for an absence to be considered 

excused (see table below). It is important to note that while the first nine absences in a school 

year can be deemed excused for any reason the parent or guardian provides, the tenth and each 

subsequent absence establish a more stringent and specific set of reasons for the absence to 

qualify as excused. 

 

In cases of an excused absence other than family-initiated travel, appropriate provisions will be 

made by school staff regarding assistance with missed assignments, homework and tests. When 

an excused absence is the result of family initiated travel, teachers are under no obligation to 

provide advance assignments or to review work missed during the period of absence. However, 

students must be allowed to take make-up tests. The student’s Principal/Assistant Principal must 

be notified in writing of extended absences due to family-initiated travel. 

 

The State Board of Education defines two levels of criteria for an absence to be considered an 

excused absence (see table below). 

 

Level Total # of 

Days 

Absent* 

Acceptable Reasons for a Student Absence 

to be Considered Excused 

Documentation 

Required Within 10 

Days 

1 One through 

nine 

• Any reason that the student’s parent or 

guardian approves. 

Parent or guardian 

note or phone call. 

2 Ten and 

above 

• Student illness (Note: to be deemed 

excused, an appropriately licensed 

medical professional must verify all). 

The lack of transportation that is normally 

provided by a district other than the one 

the student attends (parental 

documentation is not required for this 

reason). 

Parent or guardian 

note and in some 

cases additional 

documentation (see 

details of specific 

reason). 
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Attendance Policy K-12 (continued) 

 

 

Level Total # of 

Days 

Absent* 

Acceptable Reasons for a Student Absence 

to be Considered Excused 

Documentation 

Required Within 10 

Days 

2 (cont.) Ten and 

above 

• Student’s observance of a religious 

holiday. 

• Death in the student’s family or other 

emergency beyond the control of the 

student’s family. 

• Mandated court appearances (additional 

documentation required). 

• The lack of transportation that is normally 

provided by a district other than the one 

the student attends (parental 

documentation is not required for this 

reason). 

• Extraordinary education opportunities 

pre-approved by district administrators. 

(Opportunities must meet certain criteria. 

See below for details). 

Parent or guardian 

note and in some 

cases additional 

documentation (see 

details of specific 

reason). 

* Note: The total number of days absent includes both excused and unexcused absences. 

 

Definitions 

 

“In attendance” shall mean a student if present at his/her assigned school/class, or an activity 

sponsored by the school (ex. Field trip), for at least half of the regular school day. A student who 

is serving an out-of-school suspension or expulsion, should always be considered absent. 

 

“Absence” means an excused absence, unexcused absence or disciplinary absence, as those 

terms are defined by the State Board of Education or an in-school suspension that is greater than 

or equal to one-half of a school day. 

 

“Truant” shall mean a student a student age five to eighteen, inclusive, who has four unexcused 

absences in any one month, or ten unexcused absences in one school year. 

 

“Chronically absent child” is an enrolled student whose total number of absences at any time 

during a school year is equal to or greater than ten percent of the total number of days that such 

student has been enrolled at such school during such school year. 

 

“District chronic absenteeism rate” means the total number of chronically absent children in 

the previous school year divided by the total number of children under the jurisdiction of the 

Board of Education for such school year. 
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Attendance Policy K-12 (continued) 
 
Definitions (continued) 
 
 
“School chronic absenteeism rate” means the total number of chronically absent children for a 
school in the previous school year divided by the total number of children enrolled in such 
school for such school year. 
 
Excused Absences (Grades K - 12) 

 
A student’s absence from school shall be considered excused if written documentation of the 
reason for the absence has been submitted within ten school days of the student’s return to school 
or in accordance with Section 10-210 of the Connecticut General Statutes and meets the 
following criteria: 
 
A. For absences one through nine, a student’s absences from school are considered excused 

when the student’s parent/guardian approves such absence and submits appropriate 
documentation; and 

 
B. For the tenth absence and all absences thereafter, a student’s absences from school are 

considered excused for the following reasons: 
 

1. student illness (Note: all student illness absences must be verified by an appropriately 

licensed medical professional to be deemed excused, regardless of the length of 

absence); 

2. student’s observance of a religious holiday; 

3. death in the student’s family or other emergency beyond the control of the student’s 

family; 

4. mandated court appearances (additional documentation required); 

5. the lack of transportation that is normally provided by a district other than the one the 

student attends (no parental documentation is required for this reason); or 

6. extraordinary educational opportunities pre-approved by district administrators and in 

accordance with Connecticut State Department of Education guidance. 

 
Excused Absences for Children of Service Members 

 
An enrolled student, age five to eighteen, inclusive, whose parent or legal guardian is an active 
duty member of the armed forces, as defined in section 27-103, and has been called to duty for, 
is on leave from, or has immediately returned from deployment to a combat zone or combat 
support posting, shall be granted ten days of excused absences in any school year and, at the 
discretion of the Board of Education, additional excused absences to visit such child’s parent or 
legal guardian with respect to such leave or deployment of the parent or legal guardian. In the 
case of such excused absences such child and parent or legal guardian shall be responsible to 
obtaining assignments from the student’s teacher prior to any period of excused absence, and for 
ensuring that such assignments are completed by such child prior to his or her return to school 
from such period of excused absence. 
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Attendance Policy K-12 

 

Chronic Absenteeism 

 

 

The Board of Education, in compliance with statute, requires the establishment of attendance 

review teams when chronic absenteeism rates in the District or at individual schools in the 

District meet the following circumstances: 

 

1. A team for the District must be established when the District chronic absenteeism rate is 

10 percent or higher. 

2. A team for the school must be established when the school chronic absenteeism rate is 15 

percent or higher. 

3. A team for either the District or each school must be established when (a) more than one 

school in the District has a school chronic absenteeism rate of 15 percent or higher or (b) 

a District has a District chronic absenteeism rate of 10 percent or higher and one or more 

schools in the District have a school chronic absenteeism rate of 15 percent or higher. 

 

Each attendance review team shall be responsible for reviewing the cases of truants and 

chronically absent children, discussing school interventions and community referrals for such 

truants and chronically absent children and making any additional recommendations for such 

truants and chronically absent children and their parents or guardians. Each established 

attendance review team shall meet at least monthly. 

 

The District shall utilize the chronic absenteeism prevention and intervention plan developed by 

the State Department of Education when it becomes available. (SDE to develop by 1/1/16.) 

 

The District shall annually include in information for the strategic school profile report for each 

school and the District that is submitted to the Commissioner of Education, data pertaining to 

truancy and chronically absent children. 

 

The Principal or his/her designee of any elementary or middle school located in a town/city 

designated as an alliance district may refer to the children’s truancy clinic established by the 

Probate Court serving the town/city, a parent/guardian with a child defined as a truant or who is 

at risk of becoming a truant. (An attendance officer or a police officer shall deliver the citation 

and summons and a copy of the referral to the parent/guardian.) 

 

Unexcused Absences 

 

A student’s absence from school shall be considered unexcused unless they meet one of the 

following criteria: 

 

1. the absence meets the definition for an excused absence (including documentation 

requirements); or 

2. the absence meets the definition of a disciplinary absence. 
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Attendance Policy K-12 

 

Responsibilities of the School Community 

 

 

Student: 

 

• Report to school on time (Grades K-12) 

• Follow the procedure for excused absences (Grades K-12) 

• Report to class on time (Grades 6-12) 

• Make-up work due to absence 

 

Family: 

 

• Call the appropriate school office to indicate that your child will be absent within 48 

hours in order to avoid the legal ramifications of truancy 

• Provide the school with updated and accurate contact information for parents/guardians 

and for emergency contacts 

• Stress the importance of regular school attendance with your child 

• Monitor attendance in the Enfield Public School database (HAC) 

• Have your child complete all missed work 

• Schedule appointments after school hours 

• Limit vacation to scheduled school vacations 

• Contact the main office of the school to initiate a review of your child’s absences 

• Refer to grade appropriate Student-Family Handbook for detailed procedures 

 

School: 

 

• Keep accurate attendance records, including a record of calls or notes regarding absences 

or tardiness 

 

• Notify parent/guardian of any absences from school (based on accurate contact 

information provided in eSchool 

 

• District attendance letters to parents as indicated below: 

-5th absence  letter #1 

-10th absence  letter #2 

-After the 10th absence  letter #2 every 5th absence (ex. 15th, 20th, 25th etc.) 

 

• High School administration will notify parent(s)/guardian(s) by mail as follows: 

a. Semester Courses: 5th absence – warning  

  11th absence – loss of credit 

b. Yearlong Courses: 10th absence – warning  

  21st absence – loss of credit 
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Attendance Policy K-12  

 

Responsibilities of the School Community (continued) 

 

 

School:  

 

• Take all actions necessary to ensure the success of the students which may include 

parent/guardian conferences, counseling and the use of community services to address 

student needs 

• Publish attendance procedures in the Student-Family/Faculty Handbook 

 

Community: 

 

• Encourage and verify regular school attendance as a prerequisite of student employment 

• Encourage area businesses to refrain from allowing students to congregate during school 

hours 

• Do all that is possible under current law to ensure that all students attend school regularly 

 

Early Dismissal from School (Grades K-12) 

 

Any dismissal from school can only be authorized by the school office or building 

administrator(s). Parent(s)/guardian(s) that wish their child to be dismissed early should send the 

student to school with a signed note stating the time of dismissal. This note should be presented 

to the school administration before homeroom period or in the morning on the day of the 

dismissal. Parent(s)/guardian(s) are to sign out their child in the main office. For the protection 

and safety of the student, dismissals are routinely made only to the parent(s)/guardian(s) of that 

student. If there are special circumstances that necessitate someone other than the 

parent(s)/guardian(s) to pick up the student, their name should be stated in the dismissal note. 

 

Tardy to School (Grades K-12) 

 

Tardy to school is defined as a student that enters the school building after the start of the school 

day or homeroom period. Ensuring that a student arrives to school on time is a parental 

responsibility. If a student arrives late to school, they need to report to the school office/house 

office to sign in. The student needs to bring a signed note from a parent(s)/guardian(s) to explain 

their tardiness. 

 

Additional Information (Grades 9-12) 

 

Since the classroom is the primary area where most learners experience the acquisition of 

knowledge, it becomes apparent that attendance in class is a valid, reasonable requirement. It is 

the position of the Board of Education that mandatory attendance by students is required. The 

following attendance procedures have been developed to encourage students and 

parent(s)/guardian(s) to minimize absences in order to gain the maximum benefits from daily 

classroom activities. Students who fail to meet their responsibilities may lose course credit. 
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Attendance Policy K-12 (continued) 

 

 

I. Attendance to School 

 

1. While the above stated reasons for absences are classified as excused, they will count 

toward the total number of absences when determining course credit. Suspensions 

from school do not count towards the total number of absences for loss of credit. 

2. Students who are participating in school sponsored activities will be considered 

present for attendance purposes. 

3. Students who exceed ten (10) absences in semester courses, and twenty (20) absences 

in yearlong courses, will lose full course credit. 

4. At the time of notification, the student will be required to date and sign the 

warning/loss of credit sheet, indicating the impact of the student’s attendance on 

his/her credits. Notification may be sent home unsigned if the student’s absenteeism 

prevents the student from signing the notification in a timely manner. Students who 

lose credit as a result of this policy, will be given an opportunity to appear before an 

Appeals Committee. 

 

The intent of this policy is not to say that a certain number of absences from school or a 

course are acceptable or allowable. 

 

A. Unexcused Absences 

 

A student’s absence from school shall be considered unexcused unless they meet 

one of the following criteria: 

 

1. The absence meets the definition for an excused absence (including 

documentation requirements); 

 

2. The absence meets the definition of a disciplinary absence; 

 

3. Students who stay out of school for an entire school day without parental or 

school consent are considered truant. 

 

4. After each truancy, the student will receive a written notification of possible 

loss of course credit in accordance with the following procedures: 

 

a. Upon the student’s first truancy from school or from an individual class, 

the student shall be issued a written warning that an additional truancy 

from school or from the specified class, will result in a loss of ¼ credit in 

any classes from which the student was truant. The student shall be 

required to sign this notification. Notification may be sent home unsigned 

if the student’s absenteeism prevents the student from signing the 

notification in a timely manner. The student shall be provided a copy of 

this notification. Additional copies shall be maintained in the student’s 

records. 
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Attendance Policy K-12 (continued) 

 

 

A. Unexcused Absences (continued) 

 

b. Upon the student’s second truancy from school or from an individual 

class, the student shall be issued a written notification that he/she has lost 

¼ credit in any classes from which the student was truant. The student 

shall be required to sign this notification. Notification may be sent home 

unsigned if the student’s absenteeism prevents the student from signing 

the notification in a timely manner. The student shall be provided a copy 

of this notification. Additional copies shall be maintained in the student’s 

records. 

 

c. A similar pattern of warnings and credit losses will be followed for 

subsequent truancies. A third truancy from school or from a specified class 

will result in a warning for potential loss of credit. A fourth truancy from 

school or from a specified class will result in an additional loss of credit. 

 

5. These absences will also count towards the total number of absences under the 

attendance policy. 

 

6. Students will receive a zero (0) for all schoolwork on the day of truancy. 

 

B. Participation in After-School Activities 

 

1. Students who are absent from school will not be allowed to participate in any 

after school activity on the day of the absence. 

 

2. Students absent on Fridays will not participate in Friday or weekend events. 

 

3. At the discretion of the Building Principal, or the Principal’s designee, tardy 

students who have established a pattern of tardiness, may be suspended from 

after school activities for that day. 

 

a. A pattern of tardiness shall be defined as three or more unexcused tardies 

in a given marking period. 

b. Students who have established a pattern of tardiness are to be warned that 

continued tardiness would result in suspension from after school activities 

before such suspensions are to take place. 

c. The decision of the Building Principal or the Principal’s designee is final. 

d. The Principal or the Principal’s designee is to notify the student’s coach or 

activity advisor of such a suspension. 
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Attendance Policy K-12 (continued) 

 

 

C. Class Attendance 

 

A. Tardiness to Class 

 

1. Excused Tardies to Class 

 

a. Students who arrive late to class are expected to obtain a pass from a 

teacher or administrator, excusing their tardiness. 

b. Students have up to 24 hours to secure an official pass for the 

tardiness; otherwise it will be considered an unexcused tardy to class. 

 

2. Unexcused Tardies to Class 

 

a. Unexcused tardies to class will be treated as part of the attendance 

policy. 

b. Every two (2) unexcused tardies will be the equivalent of one (1) 

absence from class and will be included in the total number of 

absences that cannot be exceeded in order to gain course credit. 

c. Students who arrive to class after the mid-point of the period without a 

pass excusing their tardiness, will be charged with an unexcused 

absence. 

d. Students will be subject to disciplinary action for each unexcused tardy 

in the form of teacher detention, office detention or possible 

suspension from school. 

e. Teachers will notify parent(s)/guardian(s) when a student is 

developing a pattern of habitual tardiness to class. 

 

B. Unexcused Absences from Class 

 

1. Students who deliberately miss class will be subject to disciplinary action 

in the form of administrative detention and possible suspension from 

school. 

 

2. Students will receive a zero (0) for all schoolwork missed. 

 

3. Unexcused absences from class will result in possible loss of course credit 

in accordance with Section I, Part A, Item 2. 

 

4. These absences are also included in the total accumulated per class. 

 

 C.  Dismissals from School 

 
1. Included here are classes missed when a student has an early dismissal. 

The only acceptable reasons for leaving school early are those stated in the 
section dealing with excused absences from school.
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Attendance Policy K-12 (continued) 

 

 

C. Dismissals from School (continued) 

 

2. Dismissals from class due to activities such as field trips, band lessons, 

and other school sponsored activities, will not count towards the total 

number of course absences. 

 

II. Appeal Procedure 

 

A. Any student who has lost credit as a result of any portion of the attendance policy 

may request from his/her Assistant Principal, a hearing for the purpose of 

restoring the credit. 

 

B. The student may meet with his/her guidance counselor and submit a written 

explanation for the reason(s) why the credit should be restored. 

 

C. The completed request form is to be returned to the student’s Assistant Principal 

no less than five (5) school days before the end of the quarter. Appeals filed after 

that date; will not be heard unless the student was notified of his/her loss of credit 

after that date. In such cases, students are to file their appeals to the Appeals 

Committee during that quarter. 

 

D. An Appeals Committee will meet at least quarterly. The voting members of the 

Appeals Committee will consist of an administrator, a guidance counselor (or a 

neutral teacher), and a neutral teacher. 

 

E. The Appeals Committee may re-instate credit for absences in excess of ten (10) 

for semester courses, twenty (20) for yearlong courses, or for unexcused absences. 

 

1. Re-instatement of credit may only be granted when the excessive or 

unexcused absenteeism is the result of extraordinary circumstances. 

 

2. The Appeals Committee may grant waivers on a conditional basis, requiring 

changes in student behaviors to validate the waiver. 

 

F. The student and parent(s)/guardian(s) will have the opportunity to present all 

corroborating information in support of the appeal at the hearing. 

 

G. The Appeals Committee will render a decision within three (3) school days after 

the conclusion of the hearing and so notify the parent(s)/guardian(s) and student 

of the decision in writing. 

 

H. The decision of the Appeals Committee panel is final. 
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Attendance Policy K-12 (continued) 
 
  

III. Credit Loss/Restoration 

 

A. Students who lose course credit due to the attendance policy may be permitted to 

remain in the course and receive a grade for the following purposes: to maintain 

full-time student status, G.P.A. computation, eligibility for summer school, 

eligibility for extracurricular activities and for the student’s transcript. 

B. Credit lost due to the attendance policy may be restored by one of the following 

methods: 

1. Repeat the course during the school year. 

2. Attend summer school (provided summer school requirements are satisfied). 

3. Repeat the course during the summer at an approved college. 

 

IV. The Board of Education recognizes the seriousness of absenteeism and authorizes the 

Superintendent of Schools to develop administrative regulations to implement this policy. 

 

Legal Reference  Connecticut General Statutes 

10-220(c) Duties of boards of education (as amended by PA 15-225) 

10-184 Duties of parents (as amended by PA 98-243 and PA 00-157) 

10-185 Penalty 

10-198a Policies and procedures concerning truants (as amended by 

PA11-136, An Act Concerning Minor Revisions to the Education Statutes 

and PA 14-198, An Act Concerning Excused Absences from School for 

Children of Service Members, and PA 16-147, An Act Concerning the 

Recommendations of the Juvenile Justice Policy and Oversight 

Committee) 

10-198b State Board of Education to define “excused absence,” 

“unexcused absence,” and “disciplinary absence” 

10-198c Attendance review teams. 

10-198d Chronic absenteeism (as amended by PA 17-14) 

45a-8c Truancy clinic. Administration. Policies and procedures. Report. 

(as amended by PA 15-225) 

10-199 through 10-202 Attendance, truancy - in general 

Action taken by State Board of Education on January 2, 2008, to define 

“attendance.” 

Action taken by State Board of Education on June 27, 2012, to define 

“excused” and “unexcused” absences. 

PA 17-14 An Act Implementing the Recommendations of the Department 

of Education 

 
Adopted: September 11, 1979  Amended: May 9, 1995 

Effective: September 24, 1979  Revised: May 11, 2004 

Amended: August 25, 1981   Revised: February 22, 2011 

Amended: June 16, 1986   Revised: October 23, 2012 

Effective: September 1, 1986  Revised: June 14, 2016 

Amended: July 10, 1989   Adopted: February 23, 2021 

Amended: December 11, 1990  


