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West Lafayette Jr/Sr High Attendance Reporting 

Procedure for Reporting Absences: 
Our priority at West Lafayette Jr/Sr High School is helping students learn and grow socially, 
emotionally, and academically. Regular attendance in all classes is vital to that growth. We 
value working together with all stakeholders to help all students maintain regular attendance 
and achieve their academic and life goals. 

Parents/guardians must report all attendance matters by 10:00 AM. This includes students 
who are: 

○​ Arriving more than ten (10) minutes late 
○​ Leaving during the school day  
○​ Absent all day 

If an absence is not reported by 10:00 AM, you will receive an automated email and phone 
call reminding you to report it. If your student's absence still has not been reported, a second 
automated email and phone call will occur at 3:30 PM. 

Skyward Absence Request and voicemail are monitored systems, but do not post 
immediately. When reporting an absence, late arrival, or early departure, only report using 
one method. While we will do our best to process requests quickly, please notify us at least 
60 minutes prior to when you need your student released for an early departure. 

 

There are two ways to report attendance: 

1. Preferred attendance reporting method: Report from your phone on the Skyward 
App or a PC on the Skyward Website by selecting Attendance → Add Absence (app) / 
Absent Request (website). All absences, including early releases or late arrivals, can be 
done in advance of the requested date(s). 

2. Leave a message with the Attendance Office by phone for each day the absence 
occurs at (765) 746-0414. The following information should be included in voicemail 
messages: 

●​ The student’s first and last name (as it appears in Skyward) 
●​ The student’s grade 
●​ The name of the person calling and the relationship to the student 
●​ The reason for the absence 
●​ The date(s) of the absence(s) OR time the student will be leaving if not the 

entire day 
●​ A telephone number for verification 

 

 

 



 

Pre-Arranging An Absence: 

●​ Students may not leave school during the school day without prior permission 
from their parent/guardian. It is the parent/guardian's responsibility to contact 
the school as early as possible and report the time their student will be leaving.  

●​ If your student is leaving during a class period, it is their responsibility to stop 
by the main office and pick up a pass. The student will present this pass to 
their teacher at the beginning of class, which will give them permission to leave 
and report to the main office at the designated time. Passes will not be issued 
to students until a parent/guardian has first notified the school. 

●​ If your student is leaving during a passing period (see bell schedule), they will 
not need to obtain a pass; they will report directly to the main office at their 
designated time. 

●​ All students leaving during school hours must report to the main office, sign 
out, and exit through the Main Entrance (Door #1). Likewise, all students 
returning during school hours must enter through the Main Entrance and sign 
in before heading to class. 

●​ Parents/guardians who have not contacted the school prior to picking up their 
student should plan to come into the building and sign them out in the main 
office. There may be additional delays in locating the student, especially if they 
are in PE, band, orchestra, or lunch. It may not be possible to interrupt a class 
during testing. 
 

 
 
Absence Documentation: 
 

●​ When medical, dental, legal, and educational absences are necessary during 
the school day, written documentation should be submitted to the school within 
48 hours of return. 

○​ Illness verified by a note from a physician 
○​ Recovery from an accident (verified by a physician’s statement) 
○​ Professional appointments – medical, dental, and legal  
○​ Military-connected families’ absences related to deployment and return 

●​ Students may submit written documentation to the main office, or parents may 
email it directly to jrsrmedicalnote@wl.k12.in.us. Please be sure the 
attachment is legible and printable.  

●​ Medical notes will be processed using the exact time and date(s) provided on 
the note. One note may be used to exempt recurring appointments, but parents 
must report the absence via Skyward or phone message every time.  

●​ College visits can be exempt with documentation from the university verifying 
the visit. Documentation must include the student's name and date(s) of visit.  

●​ GLCA related absences are exempt, but it is the students' responsibility to 
complete a GLCA excused absence form and submit a copy to the main office.  

●​ Documentation will be entered and updated in the system within 24 hours of 
receipt. 
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Extended Planned Family Absence: 

●​ Students who have a planned absence of 10 or more consecutive school days 
will be removed from the CCS system (withdrawn). It is the responsibility of the 
parent/guardian to re-enroll their student upon the student's return from an 
extended absence. 

●​ Any work or tests that occur during this period will not be made up, and grades 
will not be recorded. Students will be expected to know the content they 
missed, as it may appear on later assessments. Teachers plan their lessons in 
accordance with the school calendar and are not obligated to provide 
schoolwork in advance of an absence. Please note that Canvas and other 
instructional materials are often inaccessible outside of the continental United 
States. 

●​ Students who are leaving at the end of the semester will still be responsible for 
taking final exams to earn credit for the course. Final exams are not given 
early; a make-up date will be scheduled after they return and are re-enrolled. 

 
 
Attendance and Participation 
A student who is absent for more than two (2) class periods due to illness cannot participate 
in any extracurricular activity, such as practices, rehearsals, performances, contests, 
competitions, and meetings on the day of the absence. Verified appointments with medical 
personnel do not affect contest and/or participation eligibility. Lunch periods do not count as 
class periods. 
 
Reminder: Attendance applies equally to all class periods, including Zero Hour classes. 
 

 
 
Tardy Policy 
Being on time for class is a fundamental responsibility for students. When a student is 
tardy, he/she impacts instructional time for all students. Tardiness is defined as arriving within 
the first ten (10) minutes of class, or as explained in each teacher’s classroom procedures. At 
the beginning of each semester, each teacher will distribute and explain to students what 
constitutes a tardy to their class. This information will serve as a warning to students. 
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To enter an Absence Request using the Skyward Website: 

1.​ Log in to Skyward Family Access and select Attendance from the menu 
options. 

2.​ Click Absent Requests    
3.​ Click Add Request next to the name of the student you want to submit a 

request for.  
4.​ The All Day box defaults to checked. If this is correct, leave the default start 

and end times as is.  
5.​ Enter the Start Date and End Date. NOTE: If an extended absence spans 

over the weekend, two separate absences must be entered. 
6.​ To request a partial day, uncheck All Day and enter the Start Time (when the 

student needs to leave school) and End Time (when the student will return to 
school) your student will be absent.  

7.​ Use the Reason drop-down and Comments box to explain absences.  
8.​ When finished, click Save. 
9.​ The absent request will appear Pending. 
10.​You will receive a confirmation email stating the request has been created.  
11.​Once the school office has processed the absence request, you’ll receive an 

additional email confirmation.  
12.​ Approved absences will be visible on the attendance tab.  

To enter an Absence Request using the Skyward App: 

1.​ Log in to your Skyward App 
2.​ Click on the main menu (three lines) option in the right corner of the screen or 

swipe from the right side. Choose Attendance.  
3.​ Click on the Add Absence Request link. 
4.​ Enter the Start Date and the End Date.  
5.​ The All Day toggle defaults to on (green). If this is correct, enter a reason and 

comment and click SUBMIT.  
6.​ Enter the Start Time (when the student needs to leave school) and End Time 

(when the student will return to school) your student will be absent.  
7.​ Choose a Reason for the absence from the drop-down menu.  
8.​ Add a Comment for the office.  
9.​ When finished, click SUBMIT. 
10.​The absence request will appear as Pending.  
11.​You will receive a confirmation email stating the request has been created.  
12.​Once the school office has processed the absence request, you’ll receive an 

additional email confirmation.  

 
Additional attendance policies can be found on our website: https://www.wl.k12.in.us/jrsr 
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BELL SCHEDULES 
 

MON. TUE. THU, FRI  
Period 1​ ​ ​ ​ ​ 8:10 - 8:58 
Period 2​ ​ ​ ​ ​ 9:03 - 9:50 
Period 3​ ​ ​ ​ ​ 9:55 - 10:42 
Period 4​ ​ ​ ​ ​ 10:47 - 11:34 (A Lunch) 
Period 5​ ​ ​ ​ ​ 11:39 - 12:26 (B Lunch) 
Period 6​ ​ ​ ​ ​ 12:31 - 1:18 (C Lunch) 
Period 7​ ​ ​ ​ ​ 1:23 - 2:10 
Period 8​ ​ ​ ​ ​ 2:15 - 3:02​  

 
 

 
​ ​ ​  

WED. (Activity Day) 
Period 1​ ​ ​ ​ ​ 8:10 - 8:56 
Period 2​ ​ ​ ​ ​ 9:01 - 9:43 
Period 3​ ​ ​ ​ ​ 9:48 - 10:30 
Activity Period​ ​ ​ ​ 10:35 - 11:07 
Period 4​ ​ ​ ​ ​ 11:12 - 11:54 (A Lunch) 
Period 5​ ​ ​ ​ ​ 11:59 - 12:41 (B Lunch) 
Period 6​ ​ ​ ​ ​ 12:46 - 1:28 (C Lunch) 
Period 7​ ​ ​ ​ ​ 1:33 - 2:15 
Period 8​ ​ ​ ​ ​ 2:20 - 3:02 

 
 

 
 

 2 Hour Delay 
​ ​ ​ Period 1​ ​ ​ ​ ​ 10:10 - 10:43 
​ ​ ​ Period 2​ ​ ​ ​ ​ 10:48 - 11:20 
​ ​ ​ Period 4​ ​ ​ ​ ​ 11:25 - 11:57 (A Lunch) 
​ ​ ​ Period 5​ ​ ​ ​ ​ 12:02 - 12:34 (B Lunch) 
​ ​ ​ Period 6​ ​ ​ ​ ​ 12:39 - 1:11 (C Lunch) 
​ ​ ​ Period 3​ ​ ​ ​ ​ 1:16 - 1:48 
​ ​ ​ Period 7​ ​ ​ ​ ​ 1:53 - 2:25 
​ ​ ​ Period 8​ ​ ​ ​ ​ 2:30 - 3:02 
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