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Student’s Absence, Morning Lateness & Early Dismissal Policy
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No. of days Action Taken

The student will be sent to the Student Counselor to assess their

i .
3Days irst warning situation and help them

5Days Second warning The parents will be notified of the consequences of the absences

10 Days Third warning The guardian will be called in | A commitment form will be signed

15 Days The student will be transferred to another school through the Education Department

20 Days Apply the provisions of the Child Protection Law

Please note that the average attendance rate for all students is 97%, and the school may dismiss
any student whose attendance drops below this level.
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2. Tardiness / Morning Lateness
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Morning tardiness is recorded starting at 7:45 AM.

Tardiness messages are sent at 7:50 AM.

Students are expected to arrive on time to school and to every class.

If a student is late to the first period, they must report to the Vice Principal or the attendance

officer, where the time and reason will be recorded, and appropriate action will be taken according

to the school's attendance policy and stage-specific procedures.

5. If a student is late returning from breaks or moving between classes, the teacher will mark them
as "late," and it will be recorded in the attendance sheet and on the Classera system.

6. Teachers have the right to deny entry to class if the student exceeds the allowed number of tardies
— every three times of being late.

7. A quarter point will be deducted from the participation grade for every three instances of

tardiness. Periodic performance reports will be sent to students and their guardians.
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If you are requesting to pick up your child early from school due to special circumstances, an email
must be sent to the teacher/receptionist and teacher’s assistant before 9:00 a.m.

For organization and safety reasons, your email must include the following information:

Student's full name

Class/Teacher

Time of pick up

A valid reason for early pick up.

Name of the person picking up the student.

aogkrownn-

(If someone other than the mother or father is picking up the child, notify us in advance. Otherwise,
we will not release the student to that person).

v Photo ID for verification will be asked of anyone picking up a child early from school.

Due to official home time dismissal procedures there is no early pick-up/release after 1:10 p.m. for
KG students and 1:50p.m. for all grades.
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