
ATTENDANCE  
  

  

STUDENT ABSENCES 
  

Students are able to take full advantage of the educational opportunities offered to them only if they follow a 
policy of regular attendance.  Regular attendance shall be defined as attending school for a full day on each day 
during which school is in session. Students are required to attend all sessions unless properly excused by school 
authorities. 
  

Parents/Guardians should notify the school by 9:00 a.m. of a student’s absence.  Please call 717-258-6484 and 
dial extension 2400 or 2401. Upon return to school, a medical excuse or if not available, a written excuse is 
required.  If an excuse is not submitted within three days after a student returns, the absence(s) is (are) 
marked unexcused. One reminder will be given. 
  
Retention may be considered if a student is absent more than 25 school days per school year.  
  

EXCUSED ABSENCES: 
  

1.     Illness 
      *medical documentation is required after the third consecutive day of absence                 

2.  Family emergencies 
3.  Prearranged doctor and dentist appointments 
4.  Religious holidays 
5.  Educational trips 

● administrative pre-approval required 
● form available in the school office or on school website 
● up to five school days per school year permitted 
● days beyond five will be recorded as unexcused and will result in a 3 day unexcused 

absence letter 
 

Please Note: Educational Field Trips will not be approved during the “open window” of PSSA testing 
dates. These dates change from year to year; please look for these dates in school communication. 
  

 
 
UNEXCUSED ABSENCES: 
  

1.  Absence from school with parents'/guardians' consent for reasons other than those considered 
excusable 

2.  Absence after the tenth day without medical documentation 
3.  Any absence for which an excuse has not been submitted to the school office within three days after 

the student returns to school 
  
 
 

ADMINISTRATIVE ACTION ON ABSENCES: 
 

1. Students will be allowed three (3) unexcused absences. When a student has been absent for three (3) 
days, and the absences are unlawful and unexcused, an official notice is sent to parents/guardians 
informing them that all additional days may also result in a truancy citation to the district magistrate. 
Parents will also be invited and encouraged to participate in a Student Attendance Improvement Plan. 



2. A letter will be sent to parents/guardians of students who have been absent for six (6) days without 
medical documentation. 

3. When a student accumulates ten (10) absences that are not excused by medical documentation, a 
letter will be sent to his or her parent/guardian. This letter will inform the parent/guardian that medical 
documentation will be required for any subsequent absence moving forward. If medical documentation 
is not received, the absence(s) will be unexcused and unlawful. If the student receives three unexcused 
absences, the student is subject to a truancy citation to the district magistrate. Parents will also be 
invited and encouraged to participate in a Student Attendance Improvement Plan. 

 
 

 

 

SCHOOL DAY INFORMATION 
 

The student day begins at 9:00 a.m. and ends at 3:30 p.m. for children in grades K-5.  If a student is not in his homeroom 
when the bell rings at 9:00 a.m., he/she is considered tardy.   
 
Iron Forge Elementary School: 
Walkers or children being dropped off by parents/guardians should not arrive at the building until 8:45 a.m.  Supervision 
of students will not be provided until 8:45 a.m., when children may report to the main school lobby (4th and 5th grade) 
or cafeteria (3rd grade and/or anyone eating breakfast).   
 
 
 

DAILY SCHEDULE FOR ELEMENTARY SCHOOLS 
 
8:45 A.M. Students Report  
8:55 A.M.   Tardy Bell Rings 
3:25 P.M. Dismissal 
 

LATE ARRIVALS 
 

A student who arrives after 9:00 a.m. must be accompanied by an adult and signed in at the office. 
 
1. Students arriving between 9:01 a.m. and 9:30 a.m. are recorded as tardy. 
 
2. Students arriving between 9:31 a.m. and 12:15 p.m. are recorded as ½ day absent. 
 
3. Students arriving at school after 12:15 p.m. are recorded as full day absent. 
 

EARLY DISMISSAL 
 
Parents/guardians, who need to have a student dismissed early or excused from school for a brief period of time 
must send a note to school.  As your child arrives in the morning, a note should be given to the classroom teacher who 
will forward it to the principal's office for approval.  The note should include the child’s name, the name of the person picking 
up the child, the date, and the time the dismissal is required.  Your child should be picked up in the school office.  A half-
day's absence will be charged if students are dismissed before 3:00 p.m. 
 

RELEASING STUDENTS FROM SCHOOL 
 

1. Children shall be released from school only to their parents/guardians or to persons pre-authorized by the 
parents/guardians.  A signed note is required when a student is leaving with a person other than a 
parent/guardian.  Please include the name of the person picking up the student. 

2. Students shall not be dismissed during school hours for non-school activities such as private music 
lessons, dancing lessons, scouts, etc. 



 
SCHOOL CLOSINGS AND DELAYS 

 
The district superintendent will assume responsibility for deciding whether schools will be open or closed.  The following 
media sources will be used to announce delays and closings: 
  District website   www.smsd.us 
  District automated calling system 
  Television stations:  channels 8, 21, 27, 43, and 15 
 
*On the morning of a delayed opening, parents should not bring children to school prior to the       announced time.   
 
*In case of early dismissal, please ensure that someone is available to receive your child, and 
ensure your child knows what the procedure will be. 
 

 
 
 
 
 
 

 


