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Policies and Procedures Document 
School Attendance

Telos Academy charts on daily student attendance for all academic classes. Currently, the software used by the Academy to collect, aggregate, and publish these reports is PowerSchool (developed by Pearson School Systems). Stakeholders are provided access to these reports at frequent intervals.
What is the sequence of attendance reporting at Telos Academy?

1. AM Residential Staff assist the students in preparing for school each day.
2. AM Residential Staff conduct students down to the Academy each school day.

3. Student chooses to attend school.

4. Teacher or assigned academic staff accurately record attendance of each student

a. If student is not present at the assigned class period, this is recorded in real-time to the “CHECK-OUT SHEET” so AM Residential Staff may communicate student status to teachers

b. Teachers input attendance record into the PowerSchool hard chart 
i. This must be done before teacher leaves school that day, but is preferable to be done before the conclusion of each class period

5. Stakeholders may access Attendance Records at will for any student

*Credentials are supplied by Academic Administration for all Admin, Parent, and Teacher logins


-Credentials are assigned to the following stakeholders:

· Academic Administrative Staff (Director, School Counselors, Advisers, other staff as needed)

· Teachers (upon hire)

· Clinical staff (upon hire)

· Parents (upon student enrollment into Academy) 

6. Attendance Progress Reports are reviewed every two weeks for each student in Treatment Team  by Academic Advisers, Primary Therapists, and Residential Lead

7. Psychology course attendance is taken by Clinicians who administer Individual, Family and Group Therapy sessions. This is recorded in the Clinical hard charting. They report attendance at the end of the quarter when needed.

8. At the conclusion of school quarters, the PowerSchool database is updated by Academic Administration to close out the records for the quarter and archive them. New school quarter information is then updated.

What are the various reporting codes for attendance used at Telos Academy?
Codes presently used by Academic Staff to accurately indicate school attendance in PowerSchool as of DEC 2014 are:

Present | PRE=Present (used for PE Class to indicate workout engagement) | T=Tardy | Tx=Treatment (Family or Individual Therapy where student is taken out of school) | M=Medical Appointment | P=Pass (excused activity with family | S=Sick | RP=R&P (Telos Academy Break Room) | UN=Unexcused Absence | ALT=Alternate Workout | RR=Room Restriction | PP=Poor Participation | REF=Refusal | N=Note from Academic Staff | PUP=present unprepared | SS=study skills development | MH=Mental Health (excused by Primary Therapist and Academic Director | E=Excused Absence | IQ=I Quit (Student Refuses to Attend School for extended period of time) |
PowerSchool identifies these codes at the bottom of each attendance report available to stakeholders. 
Example of Attendance Progress Report:
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*Note that Psychology class does not occur during P6 of the academic day. It serves as a placeholder for Lunch/Flex Period on this report. Psychology class is administered throughout the academic week per scheduled therapeutic sessions and groups.
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