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     Student Attendance 

BACKGROUND & RATIONALE 
Education is a student’s right and responsibility. The School Act clearly defines 
compulsory education and legislates the enforcement of school attendance. Students have a 
responsibility to attend classes regularly, to come to school prepared and ready to learn, 
and to pursue their studies in a diligent manner.  This responsibility also applies to any 
child whose parents have chosen to register the child in a ECS/Kindergarten program.  

Regular attendance by children/students in all of their classes is a significant factor in 
student performance and achievement as well as personal development. Therefore, 
students  and children registered in educational programs offered by the CAPE Charter 
Board are required to attend classes on a regular basis. Parents/guardians are an integral 
part of student learning and are thus expected to make every effort to have their child/
student attend the school regularly and on time, and come to school prepared and ready to 
learn. 

DEFINITIONS 
1. Right - a moral or legal entitlement to have or obtain something or to act in a   
 certain way. 
2. Responsibility - the state or fact of having a duty to deal with something or of   
 having control over someone, moral, legal, or mental accountability. 
3. Compulsory education - the most crucial period of formal education required by   
 law of all children between certain ages in a given country. The period of    
 compulsory attendance is usually determined by the government as the students'   
 age for beginning and ending obligatory formal education. 
4. Performance - the measurement of student achievement across various academic   
 subjects. Teachers and education officials typically measure achievement using   
 classroom performance, graduation rates and results from standardized tests. 
5. Achievement - the extent to which a learner has attained their short or long-term   
 educational goals. Individual differences in academic performance are strongly   
 correlated with differences in personality and intelligence. 
6. Personal development - activities that develop a person's capabilities and    
 potential, build human capital; the conscious pursuit of personal growth by   
 expanding self-awareness and knowledge and improving personal skills 
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PROCEDURE 
7. The Superintendent is charged with developing protocols for the tracking of child/  
 student attendance. 
8. The Principal is charged with supervising these protocols and the daily tracking   
 and recording of child/student attendance. 
9. Parents/guardians are to excuse a child/student absence via phone, note, or e-maill. 
10. Excusable absences from school include illness, accidents, medical or dental   
 attention and compassionate or other special circumstances as noted in the    
 Education Act. 
11. An unexcused absence is considered a truancy and addressed according to the   
 CAPE’s discipline policy via suspension or expulsion. 
12. Teachers are to track and record child/student attendance throughout the school day 
 using the appropriate form. 
13. Teachers are to report the name of any absent child/student to the office at the   
 earliest possible time. 
14. The designated administrative assistant is to contact the parents/guardians of any   
 child/student that is absent and for whom the office does not have a valid reason. 
15. The Superintendent is responsible for establishing procedures to deal with children/ 
 students who are habitually absent from or late for school. 
16. The Principal is charged with supervising these protocols and the tracking of   
 children/students that are habitually absent from or late for school. 
17. The teacher is to contact the parents/guardians of a student that has been absent for  
 a significant number of days, is habitually absent or late to discuss the concern and  
 arrive at a satisfactory resolution. 
18. If teacher’s efforts at resolving the issue of habitual absences or lates have proved   
 ineffective, the Principal is to contact the parents/guardians of the child/student to   
 discuss the concern, the impact of the lack of attendance on the child/student’s   
 achievement and performance,  and the very possible retention of the child/student, 
 and arrive at a mutually satisfactory resolution. 
19. The Principal is to communicate frequently with the parent of a child/student that is 
 habitually absent or late to ensure that the parents/guardians are fully aware of the  
 attendance issue. 
20. An overall absenteeism rate of 20% of the total teaching days for the academic year 
 may result in retention. 
21. The Principal may, as a final measure, report  the lack of attendance to the    
 Attendance Board. 
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22. As CAPE has a closed campus, students are expected to be on school grounds at all 
 times during the school day, unless attending a school function (ex: field trip) or   
 excused by a parent/guardian. 
23. Students who must leave the school at any time during the day (ex: appointments)  
 must be signed out by a parent/guardian (or parent-approved designate), and must   
 sign back in at the office if returning that same day. 
24. Leaving school grounds without permission or being signed out is considered a   
 truancy and will be addressed as per #5. 

 

References: 
Education Act 
Guide to Education 
CAPE Policy 8.01  

Revised: August 2022 
   

Student Attendance Procedure 3


	BACKGROUND & RATIONALE

