Early Release/Late Arrival Policy

In those few instances where early release or late arrival are requested, the following procedures must be followed:

Purpose:  To establish procedures for processing a request by a stand and his/her parent (guardian for approval of a program requiring less than full-time daily attendance.

Procedures for processing a request for less than full-time daily attendance/early release:

1. The student and parent/guardian complete and submit a written request.  The request MUST have the principal (or designee) signature prior to the action itself.

2. The principal refers the request to the counselor for evaluation.

3. The counselor schedules a conference with the student to discuss the request and to plan a program and schedule that will provide an effective educational experience for the student.

4. The counselor’s recommendation and proposed program and schedule are submitted to the principal for approval and/or disapproval.

5. The principal approves or disapproves the request and informs the parent (guardian) and student of the final decision.

Responsibilities:

The Counselor is responsible for:

· Reviewing the request for approval and/or disapproval of part-time daily attendance

· Counseling the student

· Developing, in cooperation with the student, a proposed program and schedule and

· Submitting a recommendation to the principal (or designee for final approval and/or disapproval.

The Principal (or designee) is responsible for:

· Reviewing the request and referring the request Part-Time Daily Attendance to the appropriate counselor

· Assuring that the student receives counseling and assistance in the development of a proposed program and schedule

· Reviewing the recommendation of the counselor and approving or disapproving the proposed program and schedule

· Notifying the student and parent (guardian) of the approval or disapproval of the request for approval of part-time daily attendance.

· Assuring that a student attending school on a less than full-time basis is registered as a full-time resident student

· Determining that a part-time student attends in accordance with his/her approved planned program that his attendance is reported accordingly, for example, recorded as “present” for the day he/she attends all classes scheduled in the planned program and

· Maintaining records of those requests approved and disapproved.

