[image: ]

COOPER MIDDLE SCHOOL ATTENDANCE PROTOCOL (2024-2025)

Cooper Middle has an Attendance Core Team that meets monthly to address student attendance concerns. The school personnel included in the attendance meetings are: 
Attendance Administrator (Portia Shaw), School Social Worker (Kim Evans), Professional Counselor(s) (Ryan Tolbert-Jackson & Tamara Hines), Attendance Clerk (Michelle Smith), School Nurse (Ms. McBean – or Area Nurse case specific), Student Support Administrator (Deidra Booker) and Truancy Coordinator (Sabra Dunn) or any other staff deemed appropriate.  

Attendance Referral Process and Protocol

This attendance protocol's main goal is to address excused absences, frequent unexcused absences, excessive tardiness, and excessive early check-outs for students who are actively enrolled at Cooper Middle School. Absences stemming from out-of-school suspensions, while concerning, shall not warrant a School Social Work referral unless deemed necessary by the school administration. 

Parent Communication concerning absences: 

There is an excuse note deadline for tardiness and absences. The Cobb County School District allows one (1) day to send in a note for an unexcused tardy to be changed to excused, parent has three (3) days upon returning to school to submit a note to excuse an absence.

· Three (3) unexcused absences: The School Attendance Clerk will communicate with parents regarding student attendance via e-mail, phone, parent conference or post-card. Teachers will communicate with the attendance clerk regarding any direct contact with parent/guardian in reference to attendance. Documentation will be kept by the attendance clerk throughout the school year. Teachers and attendance clerk will use International Welcome Center translators/ interpreters to help communicate with parents who do not speak their primary language.

· [bookmark: _Hlk174435810]Five (5) unexcused absences: Each school will utilize the Cobb Teaching and Learning System (CTLS) automated letter to communicate with parents regarding attendance. This must be adhered to as the Georgia Law referencing attendance which states that the school is required to contact parents by two reasonable attempts. (There is a 14-day grace period which allows time for parents to provide notes and for the attendance clerks to code the absences accordingly). 

· Seven (7) consecutive unexcused absences: The Attendance Clerk or designee may contact the school social worker to investigate the reason for absences, so the appropriate follow-up or resource referrals may be completed prior to the withdrawal at 10 consecutive unexcused absences. After reasonable unsuccessful attempts by the school social worker (SSW) to contact the parent/guardian to determine the reason(s) for consecutive absences, the student may be withdrawn. The parent/guardian will have to contact the school to initiate re-enrollment.



· Seven (7) unexcused absences: A School Social Work referral will be automatically generated by the Cobb Teaching and Learning System (CTLS). Upon receipt of the referral, the school social worker will communicate with the attendance clerk to gather documentation of any parent/guardian contact to address attendance concerns. The school social worker will then communicate with the parent/guardian to address attendance contacts (telephone calls, letters, home visits, etc.). Each intervention should be documented thoroughly.

· Excessive Absences (excused or unexcused): At the discretion of local school administration, a referral to the School Social Worker can be made at any time it is deemed appropriate for excessive excused/unexcused absences. A student’s previous years’ attendance records may be considered when making a referral. * The principal may ask for additional documentation to verify that absences are excused, particularly when more than three (3) absences have accumulated during the semester.

· Students over 16: Attendance referrals shall not be initiated to the School Social Worker as this population is not governed by the Compulsory Attendance Law. Local schools will develop programs, strategies and/or interventions to address this population. However, should a parent and/or student request School Social Work assistance, a referral should be made at that time.

· Ten (10) or more unexcused absences: Students and/or parents will be subject to referral(s) to juvenile court, magistrate court and/or Department of Family and Children Services for truancy and/or educational neglect. Detailed information pertaining to the student, local school and school social work interventions will be necessary when filing a Complaint with DFCS, Juvenile and/or Magistrate Court. Prior to any action to commence judicial proceedings to impose a penalty on a parent, guardian or other person residing in the state who has control or charge of the child, notification shall be provided. 

CHRONIC ABSENTEEISM INTERVENTIONS
The following are interventions to address chronic absenteeism:

Truancy Intervention Panel- A Truancy Intervention Panel (T.I.P)-will be utilized as an intervention to explore the underlying reasons for student absenteeism. Truancy Intervention Panels/Virtual Truancy Intervention Panel:

Truancy intervention panels/ Virtual Truancy Intervention Panel address student attendance and academic concerns. These panels are designed to foster an environment in which families and students are empowered to create their own solutions. The scheduling of truancy intervention panel/ Virtual Truancy Intervention Panel reviews will be accomplished through consultation 
between the key stakeholders among local schools. Among these stakeholders are school administration, school social work, truancy coordinator, school counselors, teachers, and community volunteers.

· Truant: In accordance with the Georgia Compulsory Attendance Law 20-2-690.1 a student is considered truant when he or she has accrued five or more unexcused absences.
·  Unexcused absence: It does not meet the established criteria set forth by the school board policy for consideration for excused absences. 

These reasons include but are not limited to: missing the school bus, attending appointments with parents to translate, baby-sitting, not having anything clean to wear, weather conditions that do not necessitate school closures and not wanting to attend school that day.

As required by Georgia law, the Cobb County School District will address excessive absences as discussed in the Student Attendance Protocol (Form JB-5, incorporated by reference here), which contains procedures to be used in identifying, reporting, investigating and prosecuting cases of alleged violations of O.C.G.A. § 20-2-690.1, relating to mandatory school attendance and appropriately addressing the issue with parents and guardians.

Referral to Juvenile Court

 The School Social Worker or Truancy Coordinator will complete the Truancy Complaint and attach all pertinent school information/documents, i.e., contact information, attendance records, discipline, transcripts etc. (Truancy or Educational Neglect Complaints).

· Principal approval will be required. 
· To fully complete the Truancy Petition/Complaint – the information must include that the school has sought to resolve the expressed concern through available educational approaches (i.e. RTI (Response to Intervention), parent conferences, truancy intervention panels or other interventions). The information provided must reflect if the parent or legal guardian has been informed and has complied with the identified strategies to resolve the expressed problem.
· Notification must be provided to the parent/guardian(s) by the school.






Cooper Middle School Morning Schedule
Breakfast Schedule: 8:45-9:15 am
Homeroom begins: 8:50-9:12 am
Transition Time: 9:12-9:15 am
Tardy Bell Rings: 9:15 am

COOPER MIDDLE SCHOOL SY 2024-2025 BELL SCHEDULE
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STUDENT BUILDING ACCESS
All students are to report to homeroom daily by 8:50 A.M. This allows teachers the maximum instructional time to assist students and develop the valuable lifelong habit of promptness and responsibility, we ask that students consistently report to school on schedule. We understand that situations occur that may hinder students from being on time, however, excessive absences/tardiness may result in further intervention.  

You can assist your child in achieving this goal by:
· Placing electronics in their designated spaces prior to bedtime
· Setting an alarm clock each night 
· Establishing a set morning/night routine 
· Having a set mode of transportation to school 
· Remind your student that Cooper Middle is a NO-CELL PHONE ZONE

COOPER MIDDLE MORNING TARDY PROTOCOL 

Students arriving at school after 9:15 am will be required for an adult to sign them into school. If students do not have an adult with them their parent/guardian will be notified that their student was tardy. 

The following steps will be followed by the school staff once a student reaches the following tardy thresholds:  

· After Three (3) tardy days- Contact from the Attendance Clerk.  

· After Six (6) tardy days- Contact from Administration.  

· After Nine (9) tardy days- Contact from the School Social Worker. 


COOPER CLASS TRANSITION TARDY PROTOCOL 

Teachers are responsible for monitoring student attendance and tardiness and documenting it in Synergy: 

· If a student is tardy for three (3) to five (5) occurrences, then they will receive silent lunch 

· If a student is tardy for six (6) to nine (9) occurrences, then they will receive a detention

· If a student is tardy for nine (9) to twelve (12) occurrences, then they will receive an office referral 

EXCESSIVE EARLY CHECK-OUT PROTOCOL 

Early checkout from school is discouraged as it interferes with the students learning. Parents/guardians should attempt to schedule medical and other appointments after school hours or during breaks. When that is not possible, the parent can send an email to the attendance clerk for “express checkout” prior to the appointment date so teachers/staff can be properly notified.

The note should include:
· The student's first and last name
· Grade Level
· Time of check-out
· Reason for the early dismissal
· Parent's/Guardian or Authorized contacts name and number

There are no Early Check-outs after 3:45 pm. There are natural consequences of excessive early check-outs. Excessive check-out interferes with your child’s learning, adds to missed instruction, and could affect their academic performance.

· If it is noted that a pattern of early check outs (the student is checked out more than two times a week, without medical documentation) the school-designated person/attendance clerk will contact the parent/guardian to address concerns. 
· If the checkouts persist, the Grade Level Administrator will send a letter to parent/guardian to identify the reason for early check outs and explore workable solutions.
 




Please see the Cobb County School District’s 2024-2025 School Calendar to schedule appointments when school is not in session. 
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Checking out of school during testing time is prohibited. Parents will be notified of test dates well in advance. Testing time is critical, we cannot allow early dismissal from school during those times.

	
	
	



image1.png
6 Grade 7 Grade
Homeroom 8:50.9:12 8:50.9:12
1 period 9:15-10:08 9:15-10:08
2" period 10:11-11:04 10:11-11:04
3% period 11:07-12:30 11:07-12:30
2% period 12:33-1:26
Planni
5 period 1:29-2:22
6" period 2:25-3:18
Planning
3:21.4:15

7t period

Connections

9:15-10:08

10:11-11:08

12:33-1:26

9.2:22

5-3:18

:21-4:15





image2.png
CoBB COUNTY 514 Glover Street, Marietta, GA 30060

SCHOOL DISTRICT (770) 426-3300 + www.cobbk12.0rg

2024-2025 School Year Calendai
July 2024 August 2024 September 2024
Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
1.2 3[4 5 6 EN: s 102 3 4 5 6 7
7 8 9 10 11 12 13 4 5 6 7 8 9 10 g8 9 10 11 12 13 14

14 15 16 17 18 19 20 11 _12 13 14 15 16 17 15 16 17 18 19 20 21
21 22 23 24 27 1s[[@]20 21 22 23 24 22[281124112526127 28
28 25 26 27 28 29 30 31 29 30

July 4 - Independence Day Sept. 2- Labor Day
October 2024 November 2024 December 2024

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
1.2 3 4 5 102 1.2 3 4 5 6 7

6 7 8 9 10 11 12 3 «s[Es 7 8 o g8 9 10 11 12 13 14
s[5 16 17 18)19 10 11 12 13 14 15 16 15 16 17 18 (iy @Y 21
20 21 22 23 24 25 26 17 18 19 20 21 22 23  22[23024 12526 27 28
27 28 29 30 31 2425126127 28 29|30 29 30 31

Nov. 5 - Election Day

Nov. 28 - Thanksgiving Day Dec. 25- Chrigmas Day
January 2025 February 2025 March 2025

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
5 6 7 8 5 10 11 2 3 4 5 6 7 8 2[3]4 5 6 7

12 13 14 15 16 17 18 9 10 11 12 13 14 15 9 10 11 12 13 14 15
190200 21 22 23 24 25 16[47 18192021 22 16 17 18 19 20 21 22

26 27 28 29 30 31 23 24 25 26 27 28 23 24 25 26 27 28 29
30 31

Jan. 1- New Year's Day

Jan. 20- MLK Day Feb. 19- Presidents’ Day

April 2025 May 2025 June 2025

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa

1 2 3 4 5 12 3 1.2 3 4 5 6 7

6.7 8 9 10 11 12 4 5 6 7 8 9 10 8 9 10 11 12 13 14
13 14 15 16 17 18 19 11 12 13 15 16 17 15 16 17 18 19 20 21

24 22 23 24 25 26 27 28

1
20 21 22 23 24 25 26 18

27 28 29 30 25026 27 25 30 31 29 30
Apr.7-11 - Spring Holidays May 26 - Memorial Day
CALENDAR LEGEND
[l First and Last Days of School () Elementary/Middle School Conference Week
Tuesday, October 15- Friday, October 18
DHOliday— School Closed (Early release for elementary and middle schools only)
-Smden( Holiday/Staff Day () Early Release Days - All Levels
December 19 & 20, and May 19, 20, & 21
[vigital Learning ay

7/1/2022
Uupdated: 1/24/24




image3.png
@ COOPER MIDDLE SCHOOL
4605 Ewing Rd, Austell, GA 30106 | Phone: 770-819-2438





