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III. KEY TERMS AND DEFINITIONS2 

Absence means a school day when a student is either fully absent or partially absent.3 DCPS 
differentiates between excused and unexcused absences, as explained further in this policy below. 

 
Absenteeism means a pattern of a high frequency of absences.4 
 
Asynchronous Distance 
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Fully Absent means the designation for a school day when a student is not in attendance for the 
entire instructional day. This designation applies to both excused and unexcused full school day 
absences.10 
 

Fully Present means the designation for a school day when a student is present for the entire 
instructional day.11  

 
In-Seat Attendance means the percent of enrolled days that a student is present. 
 
Module means a subdivision of the instructional day such a class period or educational block.12 
 
MTSS means a multi-tiered system of supports which provides a guiding framework for 

educators, school leaders, and district leaders to remove barriers to learning at the systems level, use 
evidence-based practices to support the whole child along a tiered continuum, and make decisions for 
targeted and intensive interventions based on data.  

 
MTSS Leadership Team means the group of staff members, which may include the principal, 

assistant principal, counselor, social worker, psychologist, school nurse, teachers, special education 
staff, attendance counselor and/or attendance designee that leads the MTSS in a school. 

 
Office of the State Superintendent of Education (OSSE) means the State Education Agency 

(SEA) for the District of Columbia established by the State Education Office Establishment Act of 2000, 
effective October 21, 2000 (D.C. Official Code §§ 38-2601 et seq.), with all operational authority for 
State-level functions, except that delegated to the State Board of Education in D.C. Official Code § 38-
2652. 

 
Output means an instructional activity completed by a student during a module of distance 

learning that reflects the instruction delivered in the module.13  
 
Parent means a parent, guardian, or other person who resides in the District of Columbia and 

who has custody or control of a minor.14 
 
Partially Absent means the designation for a school day when a student is present for less than 

60 percent of the instructional day. This applies to both excused and unexcused absence.15  
 
Partially Present means the designation for a school day when a student is present for at least 60 

percent of the instructional day regardless of whether the absent period was excused.16 
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Present means 
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Unexcused Absence means the designation of a day when a student is either fully absent or 
partially absent without a valid excuse.23 

 

IV. REQUIREMENTS 

A. General Attendance Requirements 
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School principals must also select an attendance designee who is responsible for improving student 
attendance, ensuring students are regularly present in school, and coordinating and monitoring the 
attendance interventions required by this policy to increase student attendance and address truancy. If 
the school has an attendance counselor, they will typically fill this role as the attendance designee (as a 
result, this role is referred to in this policy as the Attendance Counselor/Designee, or AC/AD), though 
this is not required. The person identified as the attendance POC may also have these responsibilities as 
the attendance designee. 
 
Teachers are required to take and enter daily attendance for elementary schools and each period for 
secondary schools in Aspen. Any student that enters the school building or a class late must be marked 
in Aspen as tardy and not absent. Attendance must be correctly entered before the close of each day 
and updated daily as the latest information is known. 

 
C. Excused Absences and Required Documentation 

 
In order for an absence to be excused, a written note must be provided to the school by the student’s 
parent or guardian prior to a partial or full-day absence or within five (5) school days after the student’s 
partial or full-day absence or return to school after an extended period of absence. 28 Written notes may 
be submitted via email, text messages, and other written electronic communications. Upon receipt of 
appropriate notification and additional documentation where necessary within the five-school day 
period, schools must update absences as excused within 48 hours.  
 
All written notes must: 

1. Be dated; 
2. Include the reason for the absence; and  
3. Include the specific dates the student was or will be out of school. 

 
Notes that fail to meet the requirements above will not be considered.  
 
Parents or guardians of students supported by a 504 plan and/or 
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If a student or parent anticipates an absence not covered by the excused absences listed above or 
expects to accrue ongoing absences related to a specific condition or circumstance, they may submit a 
request for an excused absence due to a special circumstance to the school principal. The principal shall 
consult with his or her instructional superintendent before determining whether to grant the excused 
absence request. Any absence that does not meet the criteria of an excused absence or fails to satisfy 
the documentation requirement of an excused absence within the allowable timeframe will be classified 
as an unexcused absence. 
 

2. Required Documentation  
 

A parent or guardian’s written note is sufficient to document any absence of up to four (4) consecutive 
days.32 Any such absence will be excused if it falls under one of the excused absence reasons noted 
above. 
 
If a student is absent for five (5) or more consecutive days, further documentation is required beyond 
communication by the parent for the absence to be excused as follows: 

�x Medical or dental absences: Written explanation of the student’s absence must be submitted by 
a doctor or staff of a relevant agency on official doctor/dentist office letterhead and signed by a 
relevant official; 

�x Judicial proceedings: A student’s required presence at judicial proceedings must be established 
by a document from the court stating the need for the student’s presence on all the relevant 
dates; and 

�x Death in the student’s immediate family: Funeral programs may be accepted as appropriate 
documentation. 

 
a. Isolation and Quarantine Documentation Requirements 

 
For students who are required to isolate because they have tested positive for COVID-19, the parent or 
guardian must provide written documentation of the isolation. The written note must include the date 
of COVID-19 exposure and include evidence of a positive COVID-19 test. Additional requirements for 
documenting attendance related to quarantine and isolation are provided in Appendix B. 
 

D. Immunization and Attendance Requirements 
 
To attend school in the District of Columbia, including public, private, parochial, and independent 
schools, students must be immunized in compliance with DC Health’s requirements.33,34 DCPS does not 
establish vaccination requirements but must verify that all students comply with these requirements. DC 
law permits medical or religious exemptions from student immunization requirements under limited 
circumstances.35 
 

 
32 DCPS divides its academic calendar into four terms, also known as grading periods or advisory periods, each 
consisting of a nearly equal number of school days. There are two terms in a semester. 
33 Please visit DC Health’s site at https://dchealth.dc.gov/page/immunizations for immunization information.  
34 See D.C. Official Code § 38-503; 5-E DCMR § 5300.1, et seq. 

http://bit.ly/NoShotsNoSchool
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If a student’s medical record does not demonstrate compliance, or documented medical or religious 
exemptions, the school must immediately notify the parent/guardian or adult student in writing of the 
missing immunization(s). If the student does not come into compliance within a 20-school day period, 
the school must remove the student from school until the parent/guardian provides the n.5 (t)pe(2.3 (e)-17i41.48 Tm
[(5<C.7 (o)4.9 6 )]TJ
-0.004 Tc 0.006 Tw [(01.2170Td
D(d)13.7 (o)1..6 (d)(2.5u)-0.7 (d)m)5 ( )-6 (n)-0.7 (t)]T (n)-3.2 (t)-6 (i)7.6 (o)-9.6 (n)-0J
0 Tc 0 Tw 6.77230 Td
[(o).)2 0.470 Td
[(g)S ro(2.3 (e)2.2 (e)e)-37 (i)m.3 (o)-33 (v)-5.6 5al
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3 cumulative partial or full -
day unexcused absences  

AC/AD sends 3-Day Universal Absence Letter to parent from Aspen. 

 

For virtual students only, AC/AD calls the student’s home to complete a wellness 
check. The wellness check must include a discussion of the student’s attendance, 
including the identification of technology or other barriers and any other 
challenges and potential resources needed to support student success. 

4 cumulative partial or full-
day absences (excused or 
unexcused) 

Teacher calls the student’s home to discuss the student’s attendance. 

5 cumulative partial or full-
day unexcused absences 

AC/AD sends 5-Day Universal Absence Letter from Aspen to the student’s home 
notifying the parent/guardian that a Student Attendance Conference (SAC) will 
be held.37  

5 cumulative full-day 
unexcused absences 
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5 cumulative full-day 
unexcused absences  

 

AC/AD holds a SAC with the parent 
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�x Students will be allowed 
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Appendix B: Quarantine and Isolation 

With evolving health guidance and changing health conditions, there may be times when students may 
need to quarantine or isolate.  
 
When students are required to quarantine or isolate based on current health guidance, parents are 
required to submit an excuse note, as per the requirements outlined in Section C.1 of this policy. All 
quarantine and isolation absences for which there is a valid excuse note will be excused as Illness. 
 
The chart below outlines how attendance will be coded when students are required to quarantine or 
isolate. 
 
If student:  They should immediately:  On or after day 5 they should:  
Tested positive for 
COVID-19 and has mild 
or no symptoms.  

Begin to isolate for at least 
5 days.  

Students can return to school beginning on 
day 6 IF they have been fever-free for 24 hours 
without the aid of medication and symptoms 
are improving.  
  
Studen


