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P-CEP ATTENDANCE RECORD CARD 
 

We ask that parents/guardians notify the student’s home school 
regarding their child’s absence on the day of the absence, or 
between 7:00 A.M. and 2:00 P.M. the following day.  The numbers 
to call are listed below.   Our automated attendance calling system 
(APNS) will notify parents daily if their son or daughter still has an 
absence or tardy, which is still unexcused as of 2:00 P.M. that day.  
To avoid unnecessary calls, it is important that you report your 
child’s absence prior to 2:00 P.M. on the day of the absence   
CALLING INTO OUR ATTENDANCE OFFICE IS THE ONLY WAY TO 
EXCUSE AN ABSENCE  -- NOTES ARE NOT ACCEPTED. 
 

When calling in an absence, please be prepared to give the 
following information: 

  
1)  Student ID Number:     ______________________________ 
    (Write in your child’s ID number) 
2)  Student Name  3)  Grade 
4)  Date of Absence  5)  Reason for absence 
 
 

     
 

ATTENDANCE OFFICE PHONE NUMBERS 
 
 
 

          RECORD OF ABSENCES & CALLS 
 

Date of 
Absence 

Reason Date & Time 
Excused* 

   
   
   
   
   
   
   
   
   
   
   
   
 

Attendance Policy Information 
To be eligible to receive credit in any class, a student may not exceed nine 
(9) chargeable absences during the semester.  Students who exceed nine (9) 
chargeable absences will be placed on Attendance Violation Status (AVS) 
with a grade of “H”-no credit.  Students on AVS are expected to continue to 
attend class and participate in class activities and do assignments.  At the 
end of the semester, the teacher will review the performance of students on 
AVS and make the decision to change the grade to E-no credit, or A,B,C, D-
for credit.  More info on reverse side. 

 
SALEM  CANTON  PLYMOUTH 
416-7810         416-7501          582-5545 

 

*This column may be used to record the date and time a message 
was left on the Automated Parent Notification System (APNS) 
recording system OR to record your Call Verification number in the 
event that you called the Attendance Office during school hours. 

LEAVING CAMPUS: P-CEP is a closed campus.  Students 
are not allowed to leave campus without prior parent 
permission.  If your child needs to leave campus during the 
day, call the Attendance Office in advance.  An off-campus 
permit will be issued to the student.  Students leaving 
campus without an off-campus permit will be charged with 
an unexcused absence. 

Students are limited to nine (9) chargeable  
absences per semester 

    EXCLUDED ABSENCES              CHARGEABLE ABSENCES 
          See definitions on other side 

• School related business        
• Suspensions        Babysitting or needed at home 
• Excused absences with       Skipping & oversleeping 

            a doctor/dentist note       Car trouble or missed bus 
• Family bereavement       Work or vacation 
• Court appearance       Visits to the school nurse 
• Administrative absences       Shopping 
 
 
See reverse side for more information   



Plymouth-Canton Educational Park Attendance Procedure 
 

Philosophy   
Attendance is one of the most important single factors contributing toward greater levels of achievement by students.  The Plymouth-Canton Board of Education 
and staff at Plymouth-Canton Educational Park expect each student to be in attendance in every class each school day.  Presence in the classroom exposes a 
student to group interactions with teachers and fellow students.  Such presence enables a student to hear and participate in class instruction, discussion and 
other related learning experiences.  These and similar considerations are proper educational values which will not necessarily be fully reflected in test results.  A 
missed class session can never be fully recreated and will likely have an adverse affect on student learning.  Parents and students have a shared responsibility 
for attendance and are encouraged to schedule medical and dental appointments, personal business and vacations outside of school hours.   
 
Policy 
Parent/Guardian are expected to notify the student’s home school the day a student is absent or by 7:00 a.m. the following day.  Parents may call the Attendance 
Office between the hours of 7:00 a.m. and 2:00 p.m. or call the recorded answering service between 3:00 p.m. and 7:00 a.m.  The Automated Parent Notification 
System (APNS) will notify parents daily if students have an absence or tardy which is unexcused as of 2:00 p.m. on that day. To avoid unnecessary calls, it is 
important to notify your child’s absence prior to 2:00 p.m. on the day of the absence.  Unexcused absences are not acceptable and students may be assigned 
detention for unexcused absences. Calling into our Attendance Office is the only way to excuse an absence-notes are not accepted. 
 
To be eligible for credit in any class, a student may not exceed nine (9) chargeable absences during the semester.  Students who exceed nine (9) chargeable 
absences will be placed on Attendance Violation Status (AVS) with a grade of H - no credit.  Students on AVS are expected to continue to attend class and 
participate in class activities and assignments.  At the end of the semester the teacher will review the performance of any student on AVS and change the grade 
to either E – no credit or A, B, C, D for credit.   
 
Parents will be informed of student unexcused absences and tardies daily through the Automated Phone Notification System (APNS).  In addition, the APNS will 
notify parents if their student reaches eight (8) chargeable absences in any class and if the student reaches ten (10) chargeable absences and is placed on AVS.  
Students will receive a copy of an AVS Notification Form from the teacher at that time and are expected to share that form with the parent. 
 
Roles and Responsibilities 
Students  
• To be in all scheduled classes on time each day 
• To come to class with appropriate materials, prepared to learn 
• To follow the appropriate procedure for prearranged absences as described on the Prearranged Absence Form and/or School Business Form 
• To sign in and out appropriately in their home school Attendance Office when leaving campus during the school day 
• To turn in medical verification of absences, when available, to the home school Attendance Office upon return to school following illness 
• To share with parents all reports of progress and AVS Notification Forms 
• To make arrangements with teachers for obtaining and submitting make-up work for excused absences 
• To review their absences with the teacher and discuss any discrepancies with the teacher immediately 
• To attend class and participate actively while on AVS in any class 
• Upon return, students with excused or excluded absences will be given one day for each day of absence to make-up work. 
Parents 
• To promptly call the home school Attendance Office each day the student is absent or by 7:00 a.m. the day following the absence 
• To keep a record of student absences on the Attendance Record Card provided 
• To review progress reports sent home with the student and contact the student’s Counselor and/or Assistant Principal as concerns arise 
• To request “Prearranged Absence Forms” or “Off Campus Permits” from the home school Attendance Office as necessary.  PLEASE NOTE:  These 

requests cannot be accommodated on the APNS system.  These requests must be made by calling the Attendance Office during school hours. 
• To call the Guidance Office of the school where your student’s counselor is located to obtain homework assignments if your student is absent three days or 

longer 
• To notify the home School Records Office of any changes in your home address, home phone number or work phone numbers 


