
Upper Perkiomen School District 
Attendance Policy and Procedures 

Attendance 
Since the material presented within the classroom is an integral part of any course, students are 

expected to be present daily and to participate actively in class. 

Arrival and Departure 
Students should be in their classroom for attendance by  8:35 a.m. prepared with needed materials 

to start the day. Once on school grounds, students may not leave the school grounds for any reason 

unless excused by a building administrator.  ALL STUDENTS MUST LEAVE THE PREMISES AFTER 

SCHOOL UNLESS UNDER THE DIRECT SUPERVISION OF A FACULTY MEMBER.  If students meet 

with a teacher after school, participate in athletics, or other school activities, they should take their 

books, coats, etc. with them so that they can leave school immediately upon conclusion of the 

activity.  STUDENTS MAY NOT LEAVE SCHOOL GROUNDS AT THE END OF THE DAY AND THEN 

RETURN TO RIDE THE LATE BUS OR ASSOCIATE WITH OTHER STUDENTS, ETC.  Also, students are 

NOT to be on school district property unless given prior permission from an administrator.   

Half-Day Times 
If a student arrives later or leaves earlier than the times indicated below, they would not be marked 
TARDY, they would be considered Absent – Half Day.   
 
High School and Middle School: Arrive by 9:20 a.m.; Leave after 1:00 p.m.    
Elementary School: Arrive by 10:15 a.m.; Leave after 2:00 a.m. 

Early Dismissal 
A student that requires an early dismissal must have a written request from the parent/guardian.  

The note must include the student’s full name, grade, date, time and reason for the early dismissal, a 

parent’s signature, and a telephone number at which the parent can be reached.  The note must be 

given to the homeroom teacher or brought to the Main Office at the beginning of the school day.  

(Students requesting an early dismissal for a doctor or dentist appointment are to bring a doctor or 

dentist’s note when they return to school from the appointment.) Parents must report to the Main 

Office in order for a student to be released for an early dismissal.  The parent/guardian must sign 

out their student in the sign-out book in the Main Office.   Upon return to school the same day, the 

parent/guardian must sign the student back into school.   It is the responsibility of the student to 

contact teachers to make up missed work.   

Excused Absences 
The School Code of Pennsylvania provides that everyone between the ages of eight (8) and 

seventeen (17) must attend school.  The only legal excuses for absences are personal illness, 

quarantine, death of an immediate family member or preapproved family trips of an educational 

nature.  

When a student is ill, a parent/guardian may call the office at 215-541-3405 and may leave a 

voicemail message on the machine prior to 9:00 a.m.  The phone call must be followed by a 

written note that must be turned in within 3 days of the student returning to school.  The 
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note should include the student’s full name, grade, reason and date of absence and a 

parent/guardian signature.  The note must be given to the student’s homeroom teacher and sent to 

the office at the beginning of the school day.  Notes may also be faxed to 215-679-1591  or emailed 

to kbitner@upsd.org.  Failure to phone the school and bring in a written parental/guardian 

note or doctor’s note within 3 school days will result in an unexcused absence and may lead 

to truancy proceedings.  An excused absence is counted as an absence.  All absences are 

considered unexcused until a parent/guardian or doctor’s note is received in the office.  A 

phone call alone does not excuse the absence. 

Truancy:  Overview of Legal Responsibilities 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Student is absent 

(Absence is considered unlawful until School District receives a written 

acceptable excuse per School District policy). 

 

2.   If 3 calendar days pass after the absence with no excuse (or acceptable 

excuse per School District policy); the absence is permanently considered 

unlawful. 

3.   School District personnel (principal/teacher in public/private school and 

private teacher (tutor) are required to report cases of habitual truancy (3 

days, or equivalent, of unlawful absences without lawful excuse). 

4.   If a student is absent 10 consecutive days the School District must drop the 

child from active membership roll unless: 

A.   A legal excuse is provided, or  

B.   The School District is pursuing compulsory attendance prosecution. 
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Family Educational Trips 
Pursuant to UPSD Board Policy, family educational trips should not be scheduled during state 

mandated testing or when a student will miss class time.  If an educational trip must be taken, the 

following steps must be adhered to:  (1) the parent must write a note clearly explaining the purpose 

of the educational trip and should be submitted to the principal at least one week prior to the 

student’s absence; and (2) Once given administrative approval, a “Trip Note” will be issued by the 

principal.  The student must have all teachers sign indicating that they are aware of the planned 

educational trip and the “Trip Note” must be returned to the office for use as an absence note.  The 

student is responsible for all work missed during the trip.   

Lateness 
All students must attend school on a regular basis and arrive on time. Students must be in 

their classrooms for attendance by 8:35 a.m. to be counted as present.  Late students are to 

report directly to the Main Office and must obtain a late pass.  A signed note from a parent must 

accompany the lateness.  The only legitimate excuses for being late to school are doctor and dentist 

appointments or illness of the student.  Oversleeping, missing the bus, mechanical difficulties etc. 

are not considered legitimate reasons for being late to school.  Students must hand in doctor’s 

notes to Attendance when coming in late to school.  Doctor’s notes will not be accepted at a 

later date.  The accumulation of lateness’s (exclusive of lateness with a doctor’s note) may 

result in truancy proceedings.  

5.  Up to 10 cumulative lawful absences during a school year are permitted; all 

absences beyond the 10 day limit require a physician’s excuse. 


