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February 2013 
 
Dear Ivy Hill Community, 
 
At this time, I want to explain our school and District procedures regarding absences and tardies. We hope to 
improve our communication in helping families know what to do when children need to miss school or come to 
school late. On school days when students are not in our care, we always need to ensure they are in your care. 
These procedures assist us in efficiently taking attendance each day so that we can quickly and accurately 
account for all of our students. 
 
Reporting Absences/Tardies 
For all absences and tardies, please call the attendance hotline at 847-506-6999, press Box 7600#. It is always 
listed on the top of the weekly Eagle View. This hotline number may be accessed 24-hours each day. When 
recording your child’s absence, please include the following information: 

• Student’s name, please spell the last name 
• Classroom teacher’s name 
• Reason for absence (symptoms, etc.) 

 
It is always nice to alert teachers to absences and appointments, especially if they are known in advance. 
However, the hotline should always be called regardless of other forms of communication. The office 
administrative staff will check hotline messages first thing each morning. Please report absences or tardies to 
the hotline by 9:30 AM. 
 
If a student is marked absent and no hotline message is noted, the office will double check with homeroom 
teachers before starting to make calls home. Legally, we need to call until we verify a child’s whereabouts and 
reason for his or her absence. We will start with each student’s main contact numbers and then move to 
emergency contacts. In the event that we cannot verify a child’s whereabouts by a certain time in the morning, 
we will conduct a wellness check visit, often in coordination with the Arlington Heights Police Department. 
This is to ensure each child’s safety. 
 
Reporting Extended Absences of Five Days or More 
We strongly recommend that families avail themselves of the different non-attendance days scheduled 
throughout the school year to plan vacations, etc. However, we know there are sometimes varying 
circumstances around the need for extended absences. To be excused, absences that are planned or result in five 
days or more need to involve direct communication to the principal. This is again part of the school’s obligation 
to monitor student attendance. Please send an email or letter to the principal with the duration and reason for the 
absence.  
 
For absences ranging 5-10 days, teachers will arrange work in advance as best as they can. Planning is centered 
on how the students are progressing in their daily lessons, so it is often difficult to know all the content and 
skills that will be introduced too far in advance. Teachers are often able help students upon their return. 
However, teachers can never recreate the classroom experiences and lost instructional time, nor is this an 
expectation. 
 



 
                       Arlington Heights School District 25                                Piper Boston, Ivy Hill Principal 

 
1200 S. Dunton Ave., Arlington Heights, IL 60005  •  (847) 758-4900 • Fax (847) 758-4907 • pboston@sd25.org 

 
 

 
 

Per District policy, absences that exceed 10 consecutive days (outside of medical reasons) will usually result in 
un-enrollment. In these cases, we will not supply students with work in advance but the expectation is the 
family will pursue alternative school arrangements, such as: new school, tutoring, home school, etc., per the 
Illinois Compulsory Attendance Law. We will re-enroll students back into school at anytime, but it is never 
guaranteed they will return to their same class placement. 
 
Absence/Tardy Patterns and Illinois State Code 
Illinois State Code requires us to continually monitor students who are absent 5% or more of the time we are in 
session and to communicate concerning absence patterns to parents and intervene as needed. In reviewing 
attendance records, it is always evident that some absences are due to a combination of extended illness, travel, 
and/or other family circumstances. We completely understand unexpected situations occur within families at 
different times. We also understand that students who receive letters for high absenteeism may still suffer future 
bouts of illness or experience other unexpected events; we support decisions not to send children to school on 
these occasions. Despite understanding all of these circumstances, we still need to officially alert families when 
their child's number of absences is considered high by state standards as well as by our standards. Absenteeism 
can have a negative impact on children in all aspects of school life.  
 
Following the first trimester, letters were sent home to families of students with a high number of absences, as 
defined by the state at that point in the school year. At the end of the second trimester in March, letters will once 
again go home to families of students with a high number of absences. At times, we may contact families with 
more frequency should concerns arise. It is our obligation to not only communicate absence concerns but to also 
assist families as needed in improving children’s attendance. 
 
Ivy Hill also monitors students’ tardies to school. A note is issued to a child each time he or she is late. When 
we see a student with a pattern of unexcused and sometimes excused tardies, we will alert parents to the concern 
and work on a plan if it is warranted. Aside from wanting to establish good student habits, coming to school late 
often results in students missing part of the start of the day, which has negative consequences for the student, 
the class, and the teacher. 
 
Open Communication 
With both the areas of attendance and tardies, we welcome ongoing communication. Please do not hesitate to 
contact me if you ever have questions or concerns, or feel you or your child needs additional support from the 
school.  
	  
Sincerely, 

 
Piper Boston, Principal 
 


