Ullens School I ADM FORM - 3.01.01 I

ATTENDANCE

Attendance is taken within the FIRST 30 minutes of the morning and
afternoon classes

| Write the names of the students who are absent and return to Main Office |

Date:
A.M.: P.M.:
CLASS LEVEL: DIVISION:

STUDENT’S NAME:

R.C.March 2006



Ullens School

I ADM FORM - 3.01.02 I

TRACKING LATE STUDENTS

Date

Name

Class Level

Student

Signature

Main Office

Signature

Number of

Late Times

R.C.March - 2006




Ullens School I ADM POLICY —-3.01 I

STUDENTS ATTENDANCE AND LATENESS

POLICY:

Ullens School strives to keep parents informed of their child’s absence or late arrivals
within the same day of occurrence to ensure the safe whereabouts of their child.

PROCEDURES:

» Attendance is taken twice a day within the first hour of class commencement by
the class teacher.

> Attendance sheets are sent to the Main Office.

» The Main Office Secretary is responsible for keeping the attendance record of
each student.

e Calls are made to parents whose child is absent or have not previously
informed the school.

e Inputs-attendance record of each class with reasons for absences.

e Notes on class level attendance form are important information that the
teacher needs and returns the attendance form to the teacher.

e Monthly the secretary prints a copy for each teacher for his or her monthly
summary reports.

R.C.April-2006
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