ATTENDANCE PROCEDURES


FULL DAY ABSENCE PROCEDURES - NOTES FROM PARENT OR GUARDIAN
A.
When a student is absent, the parent or guardian will send a note with the student upon return to school.  THE NOTE MUST CONTAIN FIRST AND LAST NAME OF STUDENT AND THE DATES OF ABSENCE AND REASON FOR ABSENCE AND SIGNED BY THE PARENT/GUARDIAN.  The student must have a readmit from the Attendance Office to return to class.  Students should plan on arriving at the windows early to avoid lines.  Clearing an absence is not an excuse for being late to class.

B.
If the parent or guardian did not write a note, a truancy readmit will be issued.  The student will have 3 days to clear the absence or it will be permanently recorded as a truancy.  Saturday School will be assigned for truancy.  Any student who is caught with a forged note will no longer be able to be readmitted with a parent/guardian note - all absences will have to be phoned in by a parent/guardian.

C.
Duplicate Readmits: A half hour detention will be assigned to students who request a duplicate.
D.
Students on the NO NOTE LIST, whose parent must call in to clear an absence,  must still pick up a re-admit at the attendance office on their return to school to be  re-admitted to class.  All absences cleared by a phone call require the student to pick up a re-admit.


PARTIAL DAY ABSENCE - NOTE PRIOR TO ABSENCE
A. If a student needs to leave campus for any reason, he must bring a note prior to leaving campus to be legally excused.  An early dismissal will be issued for that day and will serve as a note to obtain a readmit when the student returns the same day or the next day.  Continued absence after the day the permit was issued requires a note from the parent or guardian.  No early dismissals will be issued over the telephone.  If a student leaves campus without an “Early Dismissal," he/she will receive a truancy.  The student must return to class with a "Truancy Readmit" and will be assigned Saturday School.

B. All absences resulting from a doctor or dental appointment must be verified by the doctor or dental office (i.e., doctor’s stamp on the early dismissal form).

C.  If an accident or injury occurs during the school day, no matter how minor, the student must report to the Supervision Office.  Any student who becomes ill during the school day must also report to the Attendance Office.  A student’s parent, guardian or other responsible adult listed on the emergency card must be contacted by the office for permission to release the student from school.  A student who does not get a permit to leave must return to class with a “Truancy Readmit” and will be assigned Saturday School.  NO STUDENT IS TO LEAVE CAMPUS AT ANYTIME  DURING THE DAY WITHOUT THE APPROVAL OF THE ATTENDANCE OFFICE SO WE MAY CONTACT A PARENT/GUARDIAN.  If this procedure is not followed the student will be issued a Saturday School.  We do not accept a note from home or phone calls from the parent/guardian the next day to excuse an absence for leaving campus without going through the office first.

D. When it is necessary for a student to arrive late and miss one or more periods, he must bring a note from the parent and obtain a readmit from the Attendance Office before returning to the classes that were missed.

EXTENDED ABSENCES - PHONE CALL (770-5447)

A.
Any student absent five days or more because of an infectious illness must report to the Supervision Office before obtaining a readmit.
B.
 For absences of  3 or more days, the parent or guardian must call Mrs. Castillo in the attendance office at 770-5447 extention 4138 before the end of school on the 3rd day.            

C. Any student returning to school with a physician's note (including physical education limitations) must report to the Supervision Office.

D.        Extended Vacations - Families leaving on vacation that require their student(s) missing school  (5 days or more) must fill out the appropriate paperwork, inclusive of teacher assignments for days missed.  When the student returns, the teacher will sign off homework completed and absences will then be excused.  All assignments are due the day the students return from vacation.  Vacations taken without advance paperwork completed and teacher sign-off will be considered unexcused absences.
Parents/Guardians: Please keep the Attendance Office informed of any changes in home or work phone numbers.  If you are able to leave the attendance office with cellular phone numbers and pager numbers as well, this will assist the school even more when attempting to reach each a parent(s) or guardian(s).  We may need them in case of an emergency.  The desired educational climate can only be accomplished when responsibility for attendance and behavior is assumed by the student.  Laguna Hills High School believes in open communication between the school and the parents of students.  If problems do arise, please feel free to contact the school.

ATTENDANCE POLICY

10 Point Unexcused, Absence, Truant, and Tardy Policy for Comprehensive High Schools.

Irregular attendance is one of the major constraints in maintaining a quality educational program for high school students.  There is no more important variable than time spent on task in the classroom under the guidance of a professional educator.  Attendance is taken every day in every classroom and students are required to be to class on time.  Unexcused absences, truancies, and tardies are assigned a point value based on the following criteria:  

1 point
Unexcused Absence
Examples of unexcused absence include vacation, oversleeping, car trouble, driver test, out-of-town visitors, weddings, missed bus, personal/business reasons, out of gas, traffic citations

1 points
Truancy

Absent without permission, not clearing legitimate absence within three (3) school days, leaving campus during school  without prior permission

1 point
Tardy



A student who is not in his/her assigned seat when the bell rings is considered tardy.
During the semester a 6-10 point system is utilized to notify parents of students who are excessively absent and/or tardy.  If a student reaches the point totals below for reasons other than excused absence, the action noted will be taken:

6 points   - Parent will be notified by letter from the Attendance Office.

10 points - Student will be placed on an attendance contract.  Parent will

                   be notified of the action and may discuss unique circumstances.

When a student obtains a total of 10 attendance/tardy points, a conference is held by the Assistant Principal/Supervision with the student.  The student is placed on contract.  The parent is informed of action and provided a copy of the contract.  After a student is placed on an attendance contract, all absences must be phoned into the Attendance Office by the parent/guardian on the day of the absence, as no notes will be accepted.  
Contract Violation: Student will be withdrawn from the class with a subsequent loss of credit and a letter grade of "F".  Parent will be notified by the Assistant Principal/Supervision’s Office.

Note:  Total Attendance Policy does not replace but works in conjunction with the Unexcused Tardy Procedures Policy.

UNEXCUSED TARDY PROCEDURES POLICY

A student who is not in his/her assigned seat with the tardy bell rings is considered tardy.  After 15 minutes, a student must check in to the Attendance Office and receive a re-admit slip before going to class.  A tardy student may be excused when the reasons for being tardy are beyond his/her control (illness, office business, returning from a medical appointment).  DUE TO EXCESSIVE TARDIES TO PERIODS 1 AND 2, WE WOULD LIKE PARENTS TO CALL THE ATTENDANCE OFFICE THE MORNING OF THE TARDY IF IT IS TO BE EXCUSED.  THE ATTENDANCE OFFICE WIL NOT BE ACCEPTING NOTES REARDING TARDIES (*a student is considered tardy if he/she is less than 15 minutes late).  PLEASE REMEMBER THAT TARDIES ARE ONLY EXCUSED FOR ILLNESS OR MEDICAL APPOINTMENTS.

It is a reasonable expectation that in order for a learning activity to exist, students must arrive to class on time.  Students who continually do not meet this expectation are considered to be in defiance of authority.  To help insure that students arrive to all classes punctually, the following procedures have been established.  These procedures are for unexcused tardies and directly involve the student, parent, teacher, and administration.  Tardies are recorded every day in every class period.  Tardies are assigned a point value.

1 point    -       Unexcused tardy

Tardy
Steps
Action
1
Teacher notifies the student of the unexcused tardy.

2
Teacher notifies the student of the unexcused tardy.

3
Teacher assigns the student to detention.

A computerized letter is sent to the parents to notify them of the student's status.

4
Administrator assigns the student to Saturday School after the teacher has notified the Administrator of the student's 4th tardy by sending the student to the Supervision Office on a referral.

5
The student is placed on a Behavioral Contract which states that further unexcused tardies will constitute defiance of authority and will result in the actions outlined below.  Parents are notified of the contract terms and invited to review the student's records by the Assistant Principal/Supervision. (No need to send a referral; computer prints out the contract)

6
A "U" in citizenship is assigned to the student grade for the semester.  Teacher notifies parents of student's status by phone call or during a conference. (The teacher must notify the Administrator after three unsuccessful attempts to contact the parent within five working days.  It then becomes the responsibility of the Administrator to contact the parent.)

7
The student's grade is lowered one grade for the semester as specified by the Behavioral Contract.  Parents are notified of this action by the teacher.

8
The 8th tardy violates the terms of the Behavioral Contract and constitutes further defiance of authority, and the student is dropped from the class with a "WF" and parents are notified.  Please send student to the Assistant Principal/Supervision’s office on a referral.

It is the responsibility of the school to follow the procedures outlined above.  The consequences of unexcused tardies will not be moved to the next step unless the action of the previous step has been verified.

Please note that one point is assigned for each classroom tardy.  Tardy points will be counted as part of the district’s  Attendance Policy (10 points).  If a student exceeds the 10 point Attendance Policy in any class the student will be withdrawn from the class with a subsequent loss of credit and a letter grade of “F”.  Parent will be notified by the Assistant Principal/Supervision Office.
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DISCIPLINE POLICY
We at Laguna Hills High School are very proud of the way the majority of our students have conducted themselves in the past.  Knowing and abiding by the following school and district policies will ensure the continuance of an appropriate learning atmosphere for all students.  We want to thank you for your cooperation and support in promoting a safe and positive school climate.

A.
EXPECTATIONS OF STUDENT

1.
Behave in a respectful manner towards school staff and fellow students.


2.
Attend all classes and be in the classroom before the tardy bell rings.

B.
OUT-OF-BOUNDS AREAS

The following areas are considered out-of-bounds during school hours (except with class).


1.
Athletic areas and playing fields


2.
Parking lots


3.
Area around portables

      4.  Community Center

      5.  Front of school during lunch – no eating.

C.
LEAVING CAMPUS
Laguna Hills High School is a closed campus.  If a student needs to leave campus before the end of the student's last class, he/she must check out through the Attendance Office PRIOR to leaving.  You must bring a note from your parent/guardian before leaving the school grounds.  The student must still pick up an early dismissal slip before leaving campus.  Violating this policy will result in a Saturday School assignment or consequence designated by the school administration.

D.
CAMPUS VISITORS
Laguna Hills High School is a closed campus.  Laguna Hills High School students are not allowed to bring non-students on campus for any reason.  Visitor's that have official business are requested to register in the Administration office at the reception desk.

Parent Visitations:  Please allow 24 hour notice to the administrative office prior to visitation.

E.
LUNCH POLICY

1.
Ninth and tenth grade students MAY NOT leave campus at lunch and must observe the out of bounds policy.  Saturday School will be assigned.

2. Eleventh and twelfth grade students must observe the out of bounds policy and when leaving campus at lunch must show their school I.D. to campus supervisors/ administration each time they exit campus.   Students not in possession of their school I.D. cards will not be allowed to leave campus.  An eleventh or twelfth grade student who takes a ninth or tenth grade student off campus at lunch will receive Saturday School.

3. Defiance of the lunch policy will result in Saturday School for the first Offense.  A second offense will result in suspension.                                    


4.
 Students are to confine their eating to the area around the Food Service building and the central quad.  The parking lots, grass areas around the front and sides of the school are out of bounds.

F.
CLOSED SNACK

1.
No leaving campus or being in the out of bound areas at snack.  Saturday School is assigned for violating the policy.

2.

Student parking lot is out of bounds (cars are not to be used as book lockers).  Students are subjected to Saturday School assignment, unless prior permission was given by an administrator, teacher or campus supervisor.

TRAFFIC AND PARKING ON CAMPUS

Student parking is for SENIORS  and JUNIORS ONLY!!!!  Seniors and Juniors who wish to park in the student lot must purchase a $10.00 parking permit .  Please be advised that the purchase of a parking permit DOES NOT  guarantee a parking spot.  Parking in the student lot is on a first-come, first-serve basis.  All other non-permit student drivers, including sophomores, must find parking off campus.
It is our intention to provide a campus that is safe, secure, and regulated to enhance our learning environment.    Please review the following regulations:      

                             .                         


 
All vehicle regulatory signs must be observed.

  
Speed limit on the LHHS campus is a maximum of 10 MPH.

 The school district is not responsible for loss and/or damage to   vehicles/property.

   
All parking regulations set forth in the California vehicle code shall be 


enforced by the police department.  Citations may be issued for violations.


Violators may be towed at owners expense.


All students must follow traffic directions as indicated by administrators,


supervisors, and teachers.

Students must park in marked stalls only and MAY NOT park in stalls designated for staff, visitors, handicapped or Adult Ed. staff.  


Consequences for parking violations will be as follows:

1. 1st offense – Saturday School

2. 2nd offense – In-House Suspension

3. 3rd offense – Parking privileges removed for 2 weeks.


Reckless driving may result in the student losing driving and/or parking

privileges at school and student may be subjected to suspension at anytime           for inappropriate driving/behavior. As a reminder, parking on the LHHS campus is a privilege, not a right.  Parking permits must be visibly displayed at all time.
BIKES AND MOPEDS - are not to be ridden on the school grounds and are                   to be parked in designated areas.  Mopeds are to be parked in designated motorcycle/moped parking area in front of school.  Bike racks are available outside of the Administration   Office. 

WALKMANS/IPODS - balloons, water guns, playing cards, dice, lighters,       matches and other objects of no reasonable use at school are not permitted on the campus.  This includes inappropriate literature or pictures. If confiscated, items will be returned to parents only.  Following occurrences will result in Saturday School, parent conference, and /or suspension.  

(See Ed. Code Section 48901.5)

I.  CELL PHONE/ IPOD ELECTRONICS  POLICY

     1.  Cell phones may only be used during snack and lunch, and before 7 am and after 3:03 pm.  IPODS ARE NOT ALLOWED ON CAMPUS.

2.  Use of cell phones should primarily be used in emergency situations.

      3.  Cell phones may not be used and must be turned off while a student is in the classroom, during passing periods, and while school sponsored activities are being conducted within the regular instructional day.  (i.e. assemblies).

         A cell phone that disrupts class, an assembly or is used during the passing periods will result in the following consequences:

      1.  1st offense = electronic will be placed in the safe and parent/guardian must come to school and pick up the electronic and sign the Electronics Policy.

2.  2nd offense = electronic will be placed in the safe for 7 days and parent/guardian must pick up the electronic and sign Electronics Policy.

3.  3rd offense= electronic will remain locked in the safe for the remainder of the semester.  Student will not be allowed to attend dances or other school co-curricular activites.
 J.  NO GAMBLING-gambling is against the law.  Students who violate this policy will be subjected to Saturday School/suspension.

SKATEBOARDS  

Skateboards are not permitted on campus at any time in order to promote school safety, insure security of personal items, and to maintain school facilities.  

Consequences for violators:

1. Skateboards will be confiscated and only released to a parent/guardian.

2. Second violation:  Skateboards will be confiscated and only released to 

parent/guardian upon a parent conference and student will be assigned a

Saturday School.

Further consequences are considered an act of defiance of authority and students

are subjected to suspension from school.

K.
HALL PASSES - Students must not be out of the classroom during class time unless they possess a wooden school issued hall pass.  Students are not allowed in restrooms during class time without a pass or note from the teacher.  Students are not permitted to use  phones or vending machines during class time.  Students who violate this policy will be referred to the Dean.
L.
I.D. CARDS - Students must obtain an I.D. card and carry it with them during school hours, school activities and for library privileges.  Replacements are available at ASB for $5.00.  Juniors and seniors must have I.D. when exiting campus at lunch.  Students who are not in possession of their school I.D. cards are subject to disciplinary assignment.

M.
 STUDENT ATTIRE - Student attire is primarily a matter of personal preference and family guidelines.  However, students' dress may not be disruptive, obscene, or promote alcohol, drug or gang involvement.  Dress which is disruptive to the educational process is not permitted and students will be subjected to consequences for their unacceptable choices. Clothing should be neat and clean, and students should follow these guidelines.  This list is not intended to be an all-inclusive list.  The following is NOT permitted:

       1.  Clothing with alcohol, tobacco or drug promotions, sexual references, vulgar, sexist, racist sayings, or gang insignia on shirts or belts.


2.   Belt buckles with initials, excessively baggy pants (pants should be able to stay up without a belt and underwear should NOT be visible), trench coats, bandanas, 420 apparel, pajamas, slippers, hairnets, #13 shirts, scarves or any clothing with gang reference, are not to be worn at anytime.


3.
Accessories which could be considered weapons, such as chains that are attached to wallets, spiked wrist wear or ankle bands, spiked rings or lengthy chains of any size.


4.
Strapless, off the shoulder or revealing garments as well as under garments, bare midriff tops/tube tops, such as halters, and swimsuits.  Revealing shirts, blouses, levi’s, pants, slacks, etc. that have been cut out or have holes in inappropriate areas are not acceptable to be worn to school at anytime.


5.
Shorts and skirts of an inappropriate length.


6.
Being on campus without shoes or shirt.


7.
Headgear of any type is not permitted to be worn in the classroom. (e.g.,      
    hats, caps)

8.
Shirts or belts that display any visual signs of tagging inscription writing or gang related print/writing.


9.
Belts are not permitted to hang below the waist.

Inappropriate clothing covered by a sweater/jacket is not permitted.

Any student wearing the above mentioned inappropriate clothing or clothing

deemed inappropriate and disruptive to the education process will be subjected

to the following consequences:

      1.  First Offense - Documentation in student’s discipline  file, parent/guardian will be contacted.  Student’s parent will be  asked to bring a change of clothing for student (if parents are unavailable or unable to bring clothing, student will spend the rest of that day in In-House-Suspension.

      2.  Second Offense  -  Documentation in student’s discipline file, parent/guardian will be contacted.  Student’s parent will be asked to bring a change of clothing.  Student will spend the rest of that day in In-House Suspension.  In addition, a Saturday school will be assigned.

      3.  Third Offense    -   Documentation in student’s discipline file, parent/guardian will be contacted.  Student’s parent will be asked to bring a change of  clothing for student.  Student will spend the rest of that day in In-House Suspension.  In addition, one additional day of In-House Suspension will be assigned.

      4.  Fourth Offense  -  Documentation in student’s discipline file, and an immediate parent conference as well as an off-campus suspension for the rest of that day and the following school day.

N. LOCKERS          

1. For the convenience of our students, book lockers and P.E. lockers will be assigned  the first week of school.  The guidance secretary will help you with book locker problems and your P.E. teacher will handle problems in that area.

2. Lockers are subject to search by school officials whenever there is a reason to believe that they may contain drugs, alcohol, weapons, stolen property or any other dangerous or illegal objects.

3. Students are reminded that the School District is not financially  responsible for lost, stolen, or missing personal property.

4.   The locker halls close at 4:00 p.m. and the custodial staff is not authorized to admit students to the building after hours.  Be sure to plan ahead.  This includes athletes going to practice or competitions.

O. 
SUSPENDABLE AND EXPELLABLE OFFENSES

1.
Defiance of Authority - Students must comply immediately with all reasonable demands of any staff member.

2.
Use of Profanity - Offenders who use profanity anywhere on school grounds or at school related activities will be subject to after school detention, Saturday school, In-house suspension, suspension off campus, or other disciplinary action determined by the administration.  If profanity is directed at a teacher in the classroom, the student may be removed from the class with a “WF" for the duration of the semester and not receive academic credit for the course.  If profanity is directed toward a staff member the student will be suspended from school.

3.
Fighting - Students who fight or threaten to cause bodily harm through     intimidation or harassment will be suspended up to a five (5) day period and may be referred for school transfer/expulsion.

4.
Drugs/Alcohol - Use or possession of drugs/alcohol or drug paraphernalia is never permitted at school or any school activities.  This includes controlled substance look-a-likes.  Coming to school or any school events under the influence will also result in an immediate five (5) day suspension from school and will be referred to the district committee for expulsion.

5.
Tobacco - Use or possession of tobacco is a suspendable offense.  Any student who is caught with possession of tobacco will receive one Saturday School and a 250 word essay.  Repeated violations may result in parent contact, school suspension.   This includes chewing tobacco as well.


6.
Theft/Vandalism/Extortion - Students involved will be suspended and may be referred to the police and to the school district for expulsion.  Students will be required to pay for any damages.

7. Firearms/Knives/Explosives/Laser Pens - The use or possession of any weapon, explosives, including firecrackers or laser pens is mandatorily a suspendable and/or expellable offense.  All students who bring/have any dangerous objects will be referred for expulsion.  Students with knowledge of another student possessing a weapon or other dangerous object will also be referred for expulsion.  This includes replicas or look alike weapons as well,  ie: soft air pellet guns, etc. 

Sexual Harassment - A student in grades 4 - 12 may be suspended or expelled from school if it is determined that the pupil has committed sexual harassment.

Threats/Inappropriate Comments-Any threats/comments that are made by any student which are threatening to the safety of students, staff members or the school will result in a suspension, transfer/expulsion.

P.
SATURDAY SCHOOL INFORMATION
Students who have behavioral concerns and/or are truant from three (3) or more class periods in a given day from school or receive a fourth tardy to a class will be assigned Saturday School.  Any student who does not attend Saturday School other than for illness or an emergency will be assigned  two (2) In-House Suspension days.  If a student is tardy to Saturday School they will not be permitted to attend and will face the same consequences. 
If a Saturday School assignment needs to be rescheduled, it is the parents responsibility to notify the Supervision office by 3:00 p.m. on Friday prior to the students Saturday School assignment.
In –House Suspension/Detention/Study Hall Rules


All Students:

· Must be on time

· Must have school work

· No talking at any time

     
Failure to adhere to the above expectations will result in detention/Saturday

      School/In-house/Suspension.  In House suspension days are non-negotiable.


Detention dates may be rescheduled  due to illness or family emergency.


Note:  It is the responsibility of the In-House suspension student to obtain a readmit from the attendance office before returning to class.  Otherwise, it will be considered a truancy and Saturday school will be assigned.                               


Reminder:  While in attendance at school/school sponsored activities or going to or from  school/school sponsored activities, all school rules are enforceable.

     (Ed Code 48900 p)    
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