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I.​ PURPOSE 
A.​ Three Rivers Montessori (TRM) believes attendance is directly related to success 

in academic work, benefits students socially, provides opportunities for important 
communications between teachers and students, and establishes regular habits 
of dependability important to the future of the student. 

B.​ Good attendance is a team effort that involves students, families, teachers, and 
school staff working together. The following policy is here to help families 
understand what kinds of absences are considered excused and what the 
attendance expectations are at TRM. This policy will assist students in attending 
school. 

II.​ GENERAL STATEMENT OF POLICY 
A.​ Responsibilities 

1.​ Student’s Responsibilities  

The student is responsible to attend all classes as scheduled and to 
complete any missed assignments in a timely fashion when possible by 
communicating with the classroom teacher (with assistance from the 
child’s parent/guardian as necessary). 

2.​  Parents/Guardians Responsibilities 

It is the responsibility of the student’s parent or guardian to ensure the 
student is attending school, to inform the school in the event of a student 
absence within a timely manner, and to work cooperatively with the school 
and the student to solve any attendance problems that may arise. 

3.​ Teacher’s Responsibilities 

Teachers are responsible for collecting daily attendance and reporting any 
absences or tardies to administration. Teachers will also provide missed 
assignments and/or practice work for students that have notified the 
school of an absence. Under the discretion of the teacher, they may also 
provide assignments to be taken home for the student to complete for any 
missing assignments. Teachers will work in conjunction with parents and 
guardians regarding absences to support student learning. 
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4.​ School Administration Responsibilities 

It is the responsibility of TRM administration to require students to attend 
classes unless otherwise excused according to this policy. School 
administration must also be familiar with all procedures regarding 
attendance and to apply the procedures uniformly to all students and 
communicate with families regarding absences while working on 
solutions.  

In accordance with the Minnesota Compulsory Instructional Law, 
Minnesota Statutes Section 120A.22, the students are required to attend 
all assigned classes each day school is in session unless the student has 
a valid excuse for the absence (see section III). In subsection 12 of Minn. 
Stat. 120A.22, “A parent, guardian, or other person having control of a 
child may apply to a school district to have the child excused from 
attendance for the whole or any part of the time school is in session 
during any school year. Application may be made to a truant officer or the 
school official designated by the principal. The school district may state in 
its school attendance policy that it may ask the student's parent or legal 
guardian to verify in writing the reason for the child's absence from 
school.” 

III.​ Attendance Procedures 
A.​ Reporting an Absence or Tardy​  

1.​ Parents or guardians must report an absence as soon as possible or 
within 24 hours of the absence (by 7:30am the next school day). If the 
absence is not reported to the school within 24 hours, it will be marked as 
unexcused absence or tardy. 

2.​ Parents or guardians must report the absence or tardy through Jotforms. 
3.​ Parents or guardians may be requested to provide documentation from an 

appropriate provider if the student is absent for three (3) consecutive 
days. At the discretion of TRM, the school may request documentation at 
any point regarding a student’s absence/tardy if it becomes a concern. If 
documentation is not received upon request within 24 hours, the 
absence/tardy will become unexcused. 

a)​ The school reserves the right to reject a doctor’s note if the 
following requirements are not met:  

(1)​Specific illness must be documented to show the student is 
too ill to attend school; 

(2)​ Length of time student is expected to be absent due to 
illness; and 

(3)​Date of return to school. 
b)​ The school reserves the right to document a reported absence of 

an illness as unexcused, if it is not significant in nature, such as 
headaches, sore throat, stomach aches, etc. The school would 
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consider these actions if the child school is frequently absent 
related to these illnesses and the child’s academics are affected.  

4.​ If a student will be absent for an extended period of time for a family 
vacation, not to exceed 5 school days, the parent or guardian must notify 
the school 10 school days in advance and obtain approval from the 
school. The school may deny this request if the student is falling behind in 
school and would be a detriment to their education. 

a)​ Parents/guardians must fill out the Family Vacation Request Form. 
b)​ If the school denies the request, and the parent/guardian still 

chooses to go on the vacation, the students' days absent will be 
marked unexcused. 

c)​ The school may provide conditional approval. Conditional approval 
is given when the school is concerned about the student’s 
academic performance. The student will be required to complete 
additional assignments/make up work while on vacation. If the 
student fails to complete the assignments provided by the teacher, 
the school may mark the days unexcused. 

B.​ The following reasons are acceptable reasons for an excused absence: 
1.​ The student is ill; 
2.​ Death or funeral of someone close to the student or student’s family; 
3.​ Medical, dental, orthodontic, counseling appointments; including 

appointments conducted through telehealth; 
4.​ Religious observances; 
5.​ Physical emergency conditions such as fire, flood, storm, etc; 
6.​ Vacation with family dependent on section III, subsection A; 
7.​ Family emergencies; 
8.​ Mental health evaluations; 
9.​ Removal of a student pursuant to a suspension. Suspensions are to be 

handled as excused absences and students will be permitted to complete 
make-up work.  

C.​ Consequences of Excused Absences  
1.​ Students whose absences are excused are required to make up all 

assignments missed or complete alternative assignments as deemed 
appropriate by the classroom teacher. The teacher will provide the 
appropriate due date and extend the due date as appropriate if the child is 
ill.  

D.​ The following are examples of absences which will not be excused: 
1.​ An absence by a student which was not approved by the parent and the 

TRM; 
2.​ Parent/Guardian errands/appointments; 
3.​ Parents/guardians working from home; 
4.​ Oversleeping; 
5.​ Missing the bus; 
6.​ Running late; 
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7.​ Eating breakfast; 
8.​ Students behaviors for tardies/absences unless the parents/guardians are 

actively working with the school to address and resolve the behavior; 
9.​ Other incidents as determined by the TRM administration; 
10.​An absence the parent or guardian did not communicate with TRM in 

accordance with section III, subsection A; 
11.​Absences resulting from accumulated unexcused tardies. Six (6) tardies 

equals one (1) full day unexcused absence.  
E.​ Consequences of Unexcused Absences 

1.​ Work missed because of an unexcused absence must be made up within 
the assigned time frame as provided by the child’s primary teacher.  

2.​ After three (3) unexcused absences, TRM will notify the parent/guardian 
by letter or phone, per Minn. Stat. 260A.02 (Continuing truant). 

a)​ According to Minn. Stat. 260A.02, subsection 3, “Continuing truant 
means a child who is subject to the compulsory instruction 
requirements or section 120A.22 and is absent from instruction in 
a school, as defined in section 120A.05, without a valid excuse 
within a single year for: three days if the child is in elementary 
school.” 

3.​ After seven (7) unexcused absences, TRM will notify the parent/guardian 
by email or phone and will contact Health and Human Services as 
required by law Minn. State. 260A.02.  

a)​ According to Minn. Stat. 260C.007 subsection 19 states, “Habitual 
truant means a child under the age of 17 years who is absent from 
attendance at school without lawful excuse for seven (7) school 
days per year if the child is in elementary school.” 

b)​ According to Minn. Stat. 260C.163 subsection 11, “A child's 
absence from school is presumed to be due to the parent's, 
guardian's, or custodian's failure to comply with compulsory 
instruction laws if the child is under 12 years old and the school 
has made appropriate efforts to resolve the child's attendance 
problems.” 

4.​ Procedures for Tardiness: 
a)​ A student is considered tardy if they arrive after the start of the 

school day until 10:45 a.m. 
b)​ A student who missed more than 3.25 hours in any given school 

day will be considered absent for the full school day. 
(1)​For example, A student is considered absent for a full day 

(excused or unexcused) if they arrive at 10:46am for any 
reason.  

c)​ Reporting Tardies can be done via Jotforms or when the student 
arrives at school. 

d)​ Review section III, subsection B, for excused tardies. Review 
Section III, subsection D, for unexcused tardies.  

4 



                                                     

IV.​ Dissemination of policy copies of this policy shall be made available to all students and 
parents on the TRM website: threeriversmontessori.org. This policy shall also be made 
available upon request and shared with families with attendance concerns. 

V.​ Required Reporting 
A.​ Continuing Truant. Minn. Stat. 260A.02 states that a continuing truant is a 

student who is subject to the compulsory instruction requirements of Minn. Stat. 
120A.22 and is absent from instruction in school, as defined in Minn. Stat. 
120A.05, without a valid excuse within a single school year for three (3) days if 
the child is in elementary school. 

B.​ Reporting Responsibility 
1.​ When a student is initially classified as continuing truant, Minn. Stat. 

260A.03 provides that the school official shall notify the students parent or 
legal guardian, by first class mail or other reasonable means, of the 
following: 

a)​ The child is truant; 
b)​ The parent/guardian should notify the school if there is a valid 

excuse for the child’s absence; 
c)​ That the parent/guardian is obligated to ensure a child’s 

attendance at school pursuant to Minn. Stat. 120A.22. Parents or 
guardians who fail to meet this obligation may be subject to the 
prosecution under Minn. Stat. 120A.34; 

d)​ That this notification serves as the notification required by Minn. 
Stat. 120A.34; 

e)​ That alternative educational programs and services may be 
available in the district; 

f)​ That the parent/guardian has the right to meet with appropriate 
TRM personnel to discuss solutions to the child’s truancy; 

g)​ That if the child continues to be truant, the parent and child may 
be subject to juvenile court proceedings under Minn. Ch. 260.5 

(1)​Habitual Truant. A habitual truant is a child under the age 
of 16 years who is absent from attendance at school 
without lawful excuse for seven (7) school days if the child 
is in elementary school. TRM shall refer a habitual truant 
child and the child’s parents or legal guardian to 
appropriate services and procedures as stated under Minn 
Ch. 260A.  

(2)​NOTE: Administration reserves the right to address student 
attendance at any time for any reason. Any attendance 
issues/concerns that arise and do not fit within the policy 
guidelines as stated above will be dealt with on a case by 
case basis, if deemed necessary, by school administration.  
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