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Approaches to Managing and Improving
Your Students’ Attendance
Creating Attendance Policies for Programs and Classes

1. What might a program attendance policy look like?
· See policies from other programs for examples
2. What information do you think it should include?
Attendance guidelines & expectations:  

· Minimum attendance required, stated in percentage or otherwise

· Punctuality Guidelines?
3. How might a class attendance policy compare to a program’s policy?
· Notifying teacher of absences

· Punctuality  (explicitly and in some detail)

Communicating Attendance Policies

1. Who communicates the attendance policy to students in your program?
2. When and how is it communicated? (In writing, or orally? To groups of students, or individually? In what emotional context?)

3. Attendance Policies should be communicated
· By teachers, counselors, administrators and other students (current or former)
· From start, with reminders: At orientations or students’ first day
4. Student Contracts
· Do you use them? How useful and effective do you find them?
· What kind of information is included?
Note: Remember to frame your attendance policy positively and as something primarily for the benefit of students themselves, especially early on, in your encounters with individuals and groups of students.
Consequences of excessive absence or tardiness are best highlighted as issues arise, as part of managing your students’ attendance.
Managing Attendance
1. Who manages students’ attendance at you program? And how?
2. What procedures do you have in place?
3. Students’ attendance may/should be managed by

· Teachers, counselors/ advisors, coordinators/directors
· Ideally, students’ attendance is managed, to some extent

· Daily -- by teachers

· Weekly  -- by teachers and counselors

· Monthly  -- by teachers, counselors, and directors
· Individual student contact: effective methods of communication?


Without established procedures, practice is slippery!
MANAGING STUDENTS WHO ARE ABSENT or TARDY OCCASIONALLY, HABITUALLY,
and THOSE IN BETWEEN
	
	occasionally
	habitually
	in between

	Strategy
	Occasional tardiness in ABE should not be an issue
	Accurately identifying the issues help in addressing them
	Focus much of your effort in keeping these students from becoming “habitual” 

	Communicated how?
	A brief oral reminder should suffice
	Clearly, calmly, and firmly, orally and In writing
	Clear and firm – without frustration, Oral and even written communication done

	Communicated by whom?
	Individually, by the teacher and counselor


	Individually, by the teacher and counselor, perhaps program administrator
	Teachers and counselors should be involved



	Reminder
	Perfect attendance and punctuality may be recognized, but really should not be expected!


	Tough love is effective in managing students’ attendance, especially when the love is clear and dominant.
	Feeling or showing anger or frustration doesn’t help you, your students, or your efforts to manage and improve their attendance!
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