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ATTENDANCE POLICY 
 

PCS holds to a Christian perspective on attendance, punctuality, and responsibility.  By law, all children aged 

16 and younger, and all enrolled students, are required to attend school for the required number of hours of 

instruction indicated by the Alberta Education Act.  By law, the school has the responsibility and power to 

enforce attendance.  As Christians we are bound by the law and those set in authority over us.  As their primary 

responsibility, once enrolled, education takes precedence over most other activities in a child’s life.  The school 

provides lengthy holidays during the summer, at Christmas time, and at Easter during which time families 

should plan their vacations.  During the school year parents are to encourage and ensure the punctual and 

regular attendance of all their children.   
 

1. Expectations 
 

Students/parents are expected to: 

- Attend all classes. 

- Inform the office of all absences prior to the day they miss. 

- Provide an explanation of absences and lates to teachers. 

- Complete any work missed during any absence upon return. 

- Clear an unexcused absence or attend Friday school. 

 

2. Absenteeism 
 

All absences are recorded regardless of type.  Parents must phone the school to inform that their child is absent 

also giving the reason for the absences.  If reasons are not provided the absence will be considered unexcused.   

 

Excused Absence: 

Some absences from school for all or part of the school day shall be recognized as unavoidable and therefore 

excused.  Examples of Excused absences are as follows: 

- Personal illness, injury, or appointments (doctor/dentist/orthodontist)  

- school-based activities 

- extraordinary family situations 

- funerals 

- religious ceremonies 
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Unexcused Absence 

Some absences are avoidable and will be considered unexcused.  Absences are considered unexcused when a 

student is out of class without a legitimate excuse.  Students will not be allowed to make up missed work or 

tests for grades, but will be encouraged to do the work so that they will not fall behind in the class.  All 

assignments missed during an unexcused absence shall be given a grade of “zero”. 

 

Examples of unexcused absences are as follows: 

- shopping, haircuts, etc. 

- baby-sitting, part-time jobs, helping at home 

- recreation 

- family vacation 

- driving tests 

 

Verified Absence: 

A student is out of class without a legitimate excuse, the parents are aware of it, and the school has been 

notified.  E.g. sleeping in, skipping class to study for another class, etc.  It is up to the discretion of the teacher if 

the student is allowed to catch up on missed assignments. 

 

Truancy: 

Students who are absent from school for all or part of the day without the knowledge and consent of either 

parents or the school shall be considered Truant.  The administration will investigate all cases of Truancy and 

take appropriate disciplinary action.  Repeated cases of Truancy shall be reported to the Board which may take 

further action including reporting the situation to the Provincial Attendance Board and/or the RCMP. 
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Leaving School Early: 

 

1. Students requesting an early dismissal from school must present a written note from a parent to an 

administrator indicating the reason and the time for early dismissal. This note must be submitted no 

later than 9:15 a.m. on the morning of the requested dismissal.  

 

2. The principal or designee will recognize the following emergencies which create a legitimate need for early 

dismissal from school or class providing the pupil presents satisfactory proof to justify the dismissal; 

- Illness or injury upon verification from the school counsellor. Parents must make provisions for 

transportation home, as the student will not be dismissed otherwise. 

 

- Appointment with a physician or a dentist. A note with the doctor's name and office telephone 

number should be presented.  

 

- Driving tests, shopping, part-time jobs, picking up a friend etc. are not acceptable reasons for 

early dismissal. 

 

3. Whenever possible, appointments requiring students to miss class time should be made outside of school 

hours. Students should also return to school if time permits in order to minimize the loss of class time and 

the accumulation of classroom absences. 

4. As is true of any absence from class, student absences from courses resulting from early dismissal will be 

counted as classroom absences and may contribute to the loss of credit in a course.  A doctor’s note will not 

excuse an absence from class resulting from an early dismissal; however, such a note will be kept in the 

student’s attendance file to be reviewed during an attendance appeal.  

 

3. Extended Absence Forms 

Providence Christian School is not in a position to either grant or deny permission for any student to miss 

school for an extended holiday or other absence from classes. The decision is the responsibility of students and 

their parents/guardians. Nevertheless, the administrators and teachers discourage family or personal holidays 

that result in students missing extended periods of time. If such an absence is necessary, the onus is on the 

student to be responsible for all missed work. It is important that the student plans and works to catch up in 

order to minimize the effect of the absence. Missed exams, tests or assignments will not be excused. Teachers 

are not required to give make-up tests in these circumstances, or expected to teach material already covered; 

however, every consideration will be shown to a student in the event of a compassionate leave.  

An Extended Absence Form must be completed and submitted to the Principal/Vice Principal for absences of 

three or more consecutive days. These forms are available from the Main Office or the school website and 

must be submitted two weeks before the absence occurs. 
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4. Consequences of Absenteeism 
 

The following chart indicates consequences of absences.  It is vital to realize that consequences are meant to 

assist students in their learning, not as a punishment. 

 

Accumulated 

Absence per High 

School course 

Accumulated Absences 

per Elementary and 

Junior High School 

Year 

Consequence 

Before 4 absences Before 8 absences Teacher discusses attendance concerns with 

the student. 

Before 6 absences Before 10 absences Teacher contacts parents via phone or letter 

(to be signed) to discuss attendance, 

academics, and strategies to improve class 

attendance. 

Before 8 absences Before 14 absences Teacher refers the situation to the 

Principal/Assistant Principal.  A letter (to be 

signed) is sent home informing student and 

parents of the importance of attendance and 

possible course withdrawal.  A meeting may 

be requested including student, parents, 

teacher, and (vice) principal. 

After 14 absences After 16 absences The student will be asked to withdraw from 

the course (High School).  If the student 

withdraws from the course he/she will be 

required to take an equivalent course (same 

number of credits) during that time. (High 

School). 

A meeting will be arranged with the student, 

parent, teacher, and (vice) principal to 

discuss further actions and possible 

alternative programs. 

 

Notes:  

There are cases where it is physically not possible for a student to be present at school for a longer period of 

time i.e. in hospital.  For cases such as this the above would not apply, but the teacher and administration would 

provide the particular student with the work to continue to complete their courses. 
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5. Friday School  

In order to assist students in fulfilling the requirements of their courses and to provide time and a place for 

extra help, Friday school will be provided from 9:30 am-12:00 pm on days outlined on the school calendar. 

(Usually the first Friday of every month).  Friday school is not only for students with poor attendance, but 

for the entire student body.  A teacher will be available to supervise and assist students with their work.  

Friday school is required for: 

- Any unexcused absences not cleared through the office. 

- Students who fail to meet deadlines/complete homework  

Friday school is also available for: 

o Any student in the school who requires extra assistance that they wouldn’t otherwise get on a 

regular school day. 

 

6. Extra-Curricular Activities 

Participation in extra-curricular sports is a privilege, and may be revoked by the staff according to one or both 

of the following guidelines: 

a.  Any student who is late in handing in, or does not hand in 3 assignments in a particular subject 

area grading period. 

b.  Any student who shows a blatant disregard for the school, staff, or their schoolwork (lack of 

effort). 

c.  Any student who does not maintain an average of 60% in all core subjects. 

All staff members are expected to report to the administration when a student has not fulfilled these rules, but 

only after having informed the parents of the situation.  Administration will make the final decision regarding 

suspension from extra-curricular activities as well as reinstating privileges. 

Missed assignments shall not be carried over from one grading period to the next with the exception of High 

school.  After each report card in Junior High the students will start with a “clean slate.”  

As staff we place a greater emphasis on school work, rather than extra-curricular activities.  In other words, 

school work takes priority over extra-curricular involvement.  

 


