Charter School of Inquiry
ATTENDANCE POLICY

Attendance Policy
Statement of Overall Objectives
Consistent school attendance is both a right and a responsibility of the students at the Charter
School of Inquiry (CSI) and their parent(s)/guardian(s). CSI is committed to being an active
partner with students and parents in the task of ensuring that all students have an opportunity to
reach their full physical, social and cognitive potential. Attendance Policies are based on the
principle that regular school attendance maximizes the student’s interactions with his or her
teachers and peers is a major component of academic success. Improved school attendance
generally increases student achievement. Therefore, attendance policies that provide for the early
identification of attendance problems and effective methods to address them are most likely to
succeed. Successful implementation of any attendance policy requires cooperation among all
members of the education community, including parents/guardians, students, teachers,
administration, and support staff.
Description of Strategies to Meet Objectives
CSI will create and maintain a positive school building culture by fostering a positive physical
and psychological environment where the presence of strong adult role models encourages
respectful and nurturing interactions between adults and students. This positive school culture is
aimed at encouraging a high level of student bonding to the school, which in turn should lead to
increased attendance.
Maintain accurate record keeping via Power School to record attendance, absence, tardiness or
early departure of each student. Utilize data analysis systems for tracking individual student
attendance and individual and group trends in student attendance problems. Develop reports and
early intervention strategies to improve school attendance for all students.
Determination of Excused and Unexcused Absences, Tardiness and Early Departures
Based upon our School’s education and community needs, values and priorities, the school has
determined that absences, tardiness and early departures will be considered excused or
unexcused according to the following standards.

Excused
An absence, tardiness or early departure may be excused if due to personal illness, illness or
death in the family, impassable roads due to inclement weather, religious observance and
education, quarantine, approved field trip, "Student to Work Day”, attendance at health
clinics/medical appointment (please make every effort to schedule these in late PM), or other
such reasons as may be approved by the Head of School.
Unexcused
An unexcused absence is any absence that is not described in the previous (Excused) paragraph
and includes, for example, family vacation, babysitting, no transportation, lack of proper
clothing, oversleeping, etc.
Student Attendance
The Charter School of Inquiry (CSI) believes that classroom participation is related to and affects
a student's performance and grasp of the subject matter and, as such, is properly reflected in a
student's final grade. For purposes of this policy, classroom participation means that a student is
in class and prepared to work.
Consequently, for each marking period a certain percentage of a student's final grade will be
based on classroom participation as well as the student's performance on homework, tests,
papers, projects, etc. as determined by a school administrator and/or classroom teacher.
Students are expected to attend all scheduled classes. Consistent with the importance of
classroom participation, unexcused student absences, tardiness, and early departures will affect a
student's grade, including credit for classroom participation, for the marking period.
Illness / Excuses / Tardiness (late)
If your child is going to be absent, their absence should be called into the office at 833-3250. If
you get the voicemail, please leave the child’s name, classroom, and reason for absence on the
recording. If we do not receive a call, school personnel (Classroom Teacher and/or School Social
Worker) will attempt to contact the parent/guardian to verify the absence.
If you know your child will be tardy due to a medical appointment, or other reason, please send
in a note to the classroom teacher.
When a child is absent or tardy, it is required for them to return with a written excuse.
Excuses should include the date of absence or tardiness, reasons for the absence or
tardiness, and be signed by a parent or legal guardian. Absences with no written excuse
will be considered unexcused.
Student Attendance Recordkeeping/Data Collection

The record of each student's presence, absence, tardiness and early departure shall be kept in a
register of attendance in a manner consistent with Commissioner of Education's Regulations. An
absence, tardiness or early departure will be entered as "excused" or "unexcused" along with the
School code for the reason.
Attendance shall be taken and recorded in accordance with the following:
The Attendance Policy begins upon the first day of formal enrollment in each class. Enrollment
in class begins when a teacher is notified of placement. Attendance is marked beginning the first
day of school. Any absence for a school day or portion thereof shall be recorded as excused or
unexcused in accordance with the standards articulated in this policy.
A record shall be kept of each scheduled day of instruction during which the school is closed for
all or part of the day because of extraordinary circumstances including adverse weather
conditions, impairment of heating facilities, insufficiency of water supply, shortage of fuel,
destruction of or damage to a school building, or such other cause as may be found satisfactory
to the Commissioner of Education.
Attendance records shall also indicate the date when a student withdraws from enrollment or is
dropped from enrollment in accordance with Education Law Section 3202(1-a).
Parent(s)/Guardian(s) Notice
A CSI Representative and/or School Social Worker will present the School’s attendance policy
at a "back-to-school" event held during the first week of each school year. The presentation will
stress the importance of student attendance, as well as parental responsibility for their children's
attendance. Students' parent(s) or guardian(s) will be afforded several other opportunities to learn
of the attendance policy, such as at parent-teacher conferences, open houses, new-student
orientations, or telephone conferences. School newsletters and school publications will include
periodic reminders of the Attendance Policy. CSI will develop and provide letters for parent
notification of student absences.
Notice of Students who are Absent, Tardy or Depart Early without Proper Excuse
The school staff will be responsible for notifying the parent/guardian for a student who is absent,
tardy or departs early without proper excuse. If the parent/guardian cannot be reached, the staff
member will provide such notification by regular mail. Further, the School's Attendance Policy
will be mailed to the parent/legal guardian to promote awareness and help ensure compliance
with the policy.
If deemed necessary by appropriate school officials, or if requested by the parent/person in
parental relation, a school conference shall be scheduled between the parent/guardian and
appropriate staff members in order to address the student's attendance. The student may also be
requested to attend this conference in order to address appropriate intervention strategies that
best meet the needs of the student.

Intervention Strategy Process
School officials will closely monitor student attendance. The classroom teacher will call
parents/guardians on the third day of a students’ unexcused absence from school. In the event
that the student absence continue, the Main Office will notify the School Social Worker of 5
unexcused absences and the following progression will begin:
Step 1: (5 unexcused absences/5 unexcused tardies) =letter sent home by School Social
Worker outlining the attendance expectation.
Step 2 : (10 unexcused absences/10 unexcused tardies) = personal call made by School
Social Worker to determine the cause of absences and resolve issues that may be contributing to
absenteeism. Should phone contact not be able to be made, a home visit may be warranted.
Step 3: (12 unexcused absences/15 unexcused tardies) = Parent/Student Meeting with
School Social Worker and Administration to develop an Attendance Improvement Plan.
Step 4: (15 unexcused absences/20 unexcused tardies) = Attendance Review Board to
examine the spectrum on interventions provided and provide further suggestions. * At 15
unexcused absences, the school will be required to file a report with Child Protective Services for
further Investigation into the causes of excessive absenteeism. *
Step 5: (20 or more unexcused absences/25 or more unexcused tardies) = Possible
disenrollment from CSI or student will be reviewed for possible retention based on unexcused
absences.
*Please Note: Abuse of excused absences will be investigated by administration and may result
in a referral to Child Protective Services or involve other disciplinary action.*
In order to effectively intervene when an identified pattern of unexcused absences, tardiness or
early departures occur, a student support team will be utilized to pursue the following:
• Identify the apparent root causes of the pattern (e.g., grade level, time frame, type of
unexcused absences, tardiness or early departures);
• Develop and discuss strategies to directly intervene with specific pattern(s);
• Implement changes, as approved by appropriate administration;
• Utilize appropriate school and/or community resources to address and help remediate
student unexcused absences, tardiness or early departures;
• Monitor and report short and long term effects of intervention.
Consequences
Unexcused absences, tardiness and early departures will result in disciplinary sanctions as
described in the School's Code of Conduct. Consequences may include, but are not limited to,
denial of participation in school, interscholastic and extracurricular activities.
Parent(s)/guardian(s) will be notified by designated School personnel at periodic intervals to

discuss their child's absences, tardiness or early departures and the importance of class
attendance and appropriate interventions. Students are responsible for the completion of all work
during every absence. In order to participate in any school event students must be in attendance a
minimum of 4 hours during the school day. For purposes of this policy, excused and unexcused
absences will be treated identically.
Appeal Process
Parent(s)/guardian(s) may exercise the right to the appeal process. It is the responsibility of the
parent(s)/guardian(s) to request an appeal by writing a letter of complaint to the Head of School.
Level I Appeal:
Parent(s)/guardian(s) may request an Attendance Appeal at the building level. Appeals will be
heard within 2 weeks of written notification from the school. The Head of School or designee
will notify the parent(s)/guardian(s) in writing of the date and time of the Level I Appeal, and
will meet with the student and parent(s)/guardian(s) at the designated time.
A decision by the Head of School or designee will be made within five days of the Level I
Appeal hearing. Parent(s)/guardian(s) will be notified of the Head of School's/designee's ruling
by mail. If the parent(s)/guardian(s) are not satisfied with the Head of School's/designee's
decision, the parent(s)/guardian(s) may request a Level II Appeal in writing and mailing or
delivering the letter to the Charter School of Inquiry 404 Edison Street, Buffalo New York 14215
Level II Appeal:
The Head of School or designee will hold the Level II Attendance Appeal within five days of
receipt of a written notice requesting an appeal. Parent(s)/guardian(s) will be notified by mail of
the date, time and location of the Level II hearing. At this hearing, documentation from the
student's school along with Head of School or designee’s reason for denying the Level I Appeal
will be examined. A ruling on this appeal will be communicated to the parent(s)/guardian(s) in
writing within five days.
Building Review of Attendance Records
The Head of School or designee will work in conjunction with other designated staff in
reviewing attendance records at the end of each term. This review is conducted to identify
individual and group attendance patterns and to initiate appropriate action to address the problem
of unexcused absences, tardiness and early departures.

Community Awareness
The Head of School or designee shall promote necessary community awareness of the Charter
School of Inquiry’s Comprehensive Student Attendance Policy by:
• Providing a summary of the policy to parents/guardians at the beginning of the each
school year and promoting the understanding of such a policy to students and their
parents/guardians;
• Providing each teacher, at the beginning of the school year or upon employment, with a
copy of the policy; and
• Providing copies of the policy to any other member of the community upon request.
Attendance Incentives
In order to encourage student attendance, CSI will develop and implement strategies and
programs that may include, but not limited to:
 Quarterly attendance honor rolls to be posted in a prominent place in the building.
 Quarterly attendance letters will be issued to the students who have excellent attendance
and/or improving attendance for entire marking period.
 Assemblies collaboratively developed by administration, PTA, and other community
groups to promote good attendance.
 Classroom incentives based upon individual teacher decision.
 Special treats and prizes.
 Party for class with the best attendance
 Breakfast at school for students being honored.

