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LA JOYA I.S.D. 
STUDENT ATTENDANCE GUIDELINES 

 
Student attendance is crucial for academic success and school funding.  Attendance 
records are auditable by the Texas Education Agency as well as other organizations.  
These guidelines are only intended to supplement the state “Student Attendance 
Accounting Handbook”.  With this in mind, the following guidelines have been 
established: 
 

 
 

1. PERSON RESPONSIBLE FOR POSTING ATTENDANCE AT THE 
CAMPUS. The official attendance time for ADA purposes is 10:00 a.m.  
The teacher is responsible for posting attendance in the Skyward’s “Educator   
Access Plus” website at their respective campus.  Every campus in the 
district will post attendance by no later than 15 minutes before the end of 
the second instructional hour each day.  In the event that the teacher is 
absent, then the substitute teacher should take attendance and submit the 
attendance roster to the attendance office.  The teacher is to be made aware 
that accurate and timely attendance record keeping is an integral component 
of their professional appraisal at the end of the year.  Failure to comply with 
policy and procedures may affect their performance on the Professional 
Development Appraisal System (PDAS). 
 

2. PERSON RESPONSIBLE FOR MODIFYING ATTENDANCE AT THE 
CAMPUS.  The attendance clerk is responsible for printing a student 
attendance report using Skyward and verifying for accuracy.  The attendance 
clerk is responsible for coding the absence properly after the campus principal 
or administrator has determined whether the absence is excused or unexcused.  
The attendance clerk is to run reports of teachers that are not posting 
attendance and forward reports to the principal.  In addition, the attendance 
clerk is to generate a percentage attendance report weekly on a Monday so 
that the principal can review the past weeks attendance rates.  
  

3. STUDENT ARRIVING LATE TO CAMPUS IN THE MORNING AFTER 
INSTRUCTION BEGINS.  A tardy is defined as arriving at school any time 
after instruction has begun.  A campus administrator shall determine whether 
the tardy is excused or unexcused.  . The following codes will be used to 
determine if the tardy is excused or unexcused:  Absence type code “T” with 
absence reason code “TB” for Tardy Bus; Absence type code “T” with 
absence reason code “TU” for Tardy Unexcused; Absence type code “T” 
with absence code “TM” for Tardy Medical; and absence type code “T” 
with absence reason code “TI” for Tardy Illness (see attendance codes 
page).   
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      As per TEA, tardies will not count for truancy proceedings. Tardies will 
      be addressed by the principal as a disciplinary issue at the campus level.  

 
 

4. PERFECT ATTENDANCE.   The absences of students that transfer into our 
school district from another Texas school or U.S. school will affect perfect 
attendance for the six weeks.  A student must have perfect attendance from the 
previous district in order to qualify for six weeks, semester, or end of year 
perfect attendance.  Students coming in from a foreign country into grade 
levels of Pre-K or higher after the school year begins will be disqualified for 
perfect attendance for the current year. However, the student coming from a 
foreign country may qualify for six weeks and semester perfect attendance.  
Migrant students:  Students coming in from Texas or another state and 
who have not enrolled in school at the beginning of the school year will 
qualify for six weeks, semester and end of year perfect attendance awards 
here in our district.  Attendance begins when they enroll here in the 
district.  Migrant students who did enroll in another U.S. school or Texas 
school may still qualify for six weeks, semester or end of year perfect 
attendance regardless of their attendance at the previous school.  

 
5. WITHDRAWAL OF A STUDENT FOR NONATTENDANCE.  As per FEA 

(Local) in the board policy, a student under the age of 19 may be withdrawn 
under the following conditions: 1) The student has been absent ten 
consecutive school days; and 2) Repeated efforts by the attendance officer 
and/or principal to locate the student have been unsuccessful. If the 
campus is successful in determining the whereabouts of the student based on a 
home visit report with a neighbor, or relative (i.e. uncle, aunt, grandparent, 
etc.) before the 10 days have elapsed, then the campus can withdraw the 
student and properly code the withdrawal.  If efforts to locate the student have 
been unsuccessful, the campus must wait until 10 days have elapsed before 
the student can be withdrawn (use withdrawal code “98”).  Remember, every 
effort must be exhausted to locate the student.  

 
6. STUDENTS GOING ON A SCHOOL SPONSORED FIELD TRIP.  The 

teacher or sponsor is responsible for taking student attendance and reporting 
attendance to the principal or principal’s designee before departing.  This 
includes events that occur before the instructional day begins.  Students 
attending school sponsored field trips are to be counted present all day.  
Use absence type code “P” with absence reason code “PU” for UIL 
activity. Use absence type code “P” with absence reason code “PF” for 
non-UIL field trip.   
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7. TRUANT CONDUCT.  A student becomes truant when he/she fails to attend 

school without an excuse on 10 or more days or parts of days within a six-
month period in the same school year.                                                       
Under TEC 25.0915 (a), a complaint or referral for 10 or more unexcused        
absences within six months must be made within 10 school days from the    
date of the student’s 10th absence.  A court shall dismiss a complaint or   
referral that is not made in compliance with TEC 25.0951.  
 

8. ATTENDANCE FOR CREDIT.   As per FEC-(Legal), To receive credit in 
class, a student must attend at least 90 % of the days in class is offered. A 
student who attends 75% but fewer than 90% of the days class is offered may 
receive credit for the class if he or she completes a plan, approved by the 
principal, that allows the student to fulfill the instruction requirements of the 
class. If a student is involved in a criminal or juvenile court proceeding, the 
approval of the judge presiding over the case will also be required before the 
student receives credit for that class. If a student attends less than 75% of the 
days class is offered or has not completed a plan approved by the principal, 
then the student will be referred to the campus attendance committee to 
determine whether there are extenuating circumstances for the absences and 
how the student can regain credit, if appropriate. (see FEC-Local for 
established conditions).  

 
9. PARENT/GUARDIAN  PRESENTING  A NOTARIZED LETTER AS 

PROOF OF RESIDENCY INSTEAD OF A UTILITY BILL. When a new or 
re-entry student’s parent/guardian presents a notarized letter as proof of 
residency, because they do not have a utility service bill under their name, 
then it will be the parent educator’s responsibility or principal’s designee to 
verify that the student is actually living in your zoned area by conducting a 
home visit.  When a current student moves in to your zoned area from 
another district campus and the parent/guardian presents a notarized letter for 
proof of residency because they do not have a utility service bill under their 
name, it will be the parent educator’s responsibility or principal’s designee to 
verify that the family actually resides at the address stated on the notarized 
letter. If it is a hardship case and the parent/guardian can not produce a utility 
bill or notarized letter, then the principal will give the family a 10 day 
conditional to present either document to the school. We will not keep the 
child out of school. The campus personnel will remind the 
parent/guardian that a notarized letter is a legal document and that legal 
ramifications may result if the parent is falsifying information.   In the 
event that the family is not living at the address stated on the notarized letter, 
then the principal will summon the parent/guardian to address the issue at the 
campus.  Keep the notarized letter in the student permanent record and 
also keep a copy of the notarized letter together with the home visit 
report in a binder. 
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FREQUENTLY ASKED QUESTIONS/SCENARIOS 
1. STUDENTS ARRIVING TO CAMPUS AFTER ATTENDANCE HAS 

BEEN POSTED WITHOUT A VALID DOCTOR’S EXCUSE, COURT 
EXCUSE OR ANY OF THE OTHER ATTENDANCE EXEMPTIONS.  
Students arriving at school after attendance has been posted without a valid 
doctor’s excuse, court excuse or any of the other attendance exemptions will 
be allowed to remain at the campus to receive instruction.  Use the absence 
type code “A” and the absence reason “AR” to indicate that the student is 
absent for ADA but present for instruction after attendance was taken (see 
Absence Types-Reasons Code page). 

 
2. NEW OR RE-ENTRY STUDENTS ARRIVING AT YOUR CAMPUS 

AFTER ATTENDANCE HAS BEEN POSTED.  New or re-entry students 
who arrive at your campus after attendance has been posted will be allowed to 
begin the enrollment process and stay in school and receive instruction.  

 
3. STUDENTS WITHDRAWING FROM LA JOYA I.S.D. WITH THE 

INTENT TO ENROLL IN ANOTHER SCHOOL DISTRICT OR WHO DO 
NOT ENROLL IN ANOTHER SCHOOL DISTRICT WITHIN THE SAME 
SCHOOL YEAR.  If the student enrolled in another school district, then 
he/she will have to report to their zoned campus for a re-entry slip after 
proving that they are back residing in our school district and provide the 
withdrawal form from the previous district. If the student did not enroll in 
another school district, the student can be re-enrolled at their respective 
campus. 

 
4. STUDENTS WHO FINISHED THE PREVIOUS SCHOOL YEAR IN OUR 

DISTRICT AND DO NOT ENROLL AT THE BEGINNING OF THE NEW 
SCHOOL YEAR.  If a student finished the school year at your campus and 
does not enroll in another school district at the beginning of the year, he/she 
may be activated at your campus. Your campus shall request that the family 
show a current proof of residence such as a utility bill or a notarized letter 
indicating the physical address.  Remember, there could be extenuating 
circumstances as to why the family may have delayed the enrollment of their 
child.  Migrant students will be enrolled at the campus regardless of not 
enrolling in another school district or time elapsed.  
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5. STUDENT ATTENDS SCHOOL IN THE MORNING, RECEIVES 
INSTRUCTION, BUT LEAVES BEFORE ATTENDANCE IS POSTED TO 
GO SEE A DOCTOR AND COMES BACK ON THE SAME DAY OR THE 
FOLLOWING MORNING WITH A DOCTOR’S EXCUSE.  As per the 
“STUDENT ATTENDANCE ACCOUNTING HANDBOOK”, a student 
not actually on campus at the time attendance is taken may be considered in 
attendance for ADA purposes if the student is temporarily absent because of a 
documented appointment with a health care professional.  To be considered 
temporarily absent, however, the student must begin classes or return to 
school on the same day of the appointment.  The appointment should be 
supported by a document, such as a note from the health care professional.  
The student will be marked “present” for that day or the previous day using 
absence type code “P” and absence reason “PM” when the student returns to 
school the same day or the following morning with a valid doctor’s excuse 
(see Absence Types-Reasons Code page). 

 
6. STUDENT COMES TO SCHOOL, RECEIVES INSTRUCTION, BUT 

FEELS SICK BEFORE ATTENDANCE IS TAKEN; PARENT PICKS UP 
STUDENT FROM SCHOOL, DOES NOT TAKE THE STUDENT TO THE 
DOCTOR, AND BRINGS THE CHILD BACK TO SCHOOL AFTER 
ATTENDANCE HAS BEEN POSTED.  This student will be allowed to 
remain at the campus and receive instruction that day.  The campus will use 
absence type code “A” and absence reason code “AR” indicating that the 
student was absent for ADA but present for instruction after attendance was 
taken.  The student is expected to do any makeup work where applicable (see 
Absence Types-Reasons Code page).  

 
7. STUDENTS ATTENDING REQUIRED SPEECH THERAPY 

APPOINTMENT OR OTHER HEALTH CARE REQUIRED 
APPOINTMENTS AFTER ATTENDANCE HAS BEEN POSTED.  Parents 
are to be encouraged to set up these appointments as late as possible so that 
instruction is not interrupted.  Students will not be penalized when 
circumstances prevent the health care agency to honor a parent’s request for a 
late appointment.  The student is expected to do makeup work as a result of 
leaving early. If the student was absent all day for a required appointment, use 
absence type code “A” and absence reason code “AP”.  If the student was 
absent a partial day only, use absence type code “P” and absence reason code 
“PM” (see Absence Types-Reasons Code page). 

 
 

 
 


