	
	John A. Ferguson Senior High School


Memo

To:

Teachers
From:
Dr. Donna M. Lewis, Assistant Principal

Stanley Thompkins, Assistant Principal
CC:

Administrative Team
Date:
April 24, 2012
Re:

Appeals Process
Due to excessive absences teachers may withhold credit (Class Grade).  If the teacher chooses to withhold credit the teacher must present to the student the attached Appeal Petition and complete the attached Appeal Petition Log.  Listed below are the procedures for the attendance appeals process.
1. All attendance information in reference to the appeal petitions will begin as of August 22, 2011.
2. Appeal petition forms will be distributed to all instructors on April 25, 2012 following the faculty meeting scheduled for April 24.
3. Teachers must issue a petition to withhold credit from any student who has 5 or more unexcused absences in a semester course or 10 or more unexcused absences in an annual course.  Appeal petitions will be issued to students who are PASSING ONLY.
(If the student is not passing, this process does not apply.  There is no credit to withhold if the grade is F.)
4. Students must initial the log (attached) indicating they have received the appeal petition when issued.

5. Petitions are to be distributed to ALL STUDENTS by May 4, 2012.

6. The teacher must complete the side of the petition identified as “The teacher should complete prior to issuing.”  The teacher should complete this side through the section labeled CLASS ABSENCES: Total.
7. STUDENTS must return the appeals petition with supporting documentation attached no later than May 11, 2012 to the issuing class room teacher.

8. Teachers must print the “Student Period Attendance Summary Report” and make the recommendation for credit or no credit before submitting the paperwork to the Attendance Office.

9. Teachers should turn in the completed petitions and copies of the petition log into the Attendance Office by May 16, 2012
PLEASE KEEP A COPY OF THE LOG FOR YOUR RECORDS.
10. Teachers should inform students that failure to return the Appeals Petition Form to the issuing teacher will result in no credit being assigned for the final class grade.
11. The Attendance Review Committee will determine the status of all appeals and start notifying the applicable teachers by May 25, 2012.
JOHN A. FERGUSON SENIOR HIGH SCHOOL

APPEAL PETITIONS
LOG
INSTRUCTOR:



	STUDENT INITIALS WHEN ISSUED
	DATE
	NAME
	ID#
	PERIOD
	DATE RETURNED
	STUDENT INITIALS

WHEN 
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	STUDENT Initial When Received
	DATE
	NAME
	ID#
	PERIOD
	DATE RETURNED
	STUDENT INITIALS

WHEN 
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 JOHN A. FERGUSON SENIOR HIGH SCHOOL

APPEAL PETITION
To be completed by the teacher:

DATE ___________________________ PERIOD _________ CLASSIFICATION __________

STUDENT NAME _______________________________  STUDENT ID# _____________

INSTRUCTOR ______________________________ SUBJECT ______________________





Please Print

Please attach documentation if applicable.


CLASS ABSENCES:


EXCUSED 

_____________






UNEXCUSED

_____________






INDOOR/






OUTDOOR

_____________






FIELD TRIPS

_____________






TOTAL

_____________

Please give information as to student’s effort and attitude in class.  Please comment:

	

	



ACADEMIC GRADE FOR THE Semester/Year:   _______________

TEACHER’S SIGNATURE  ____________________________________ 
TEACHER’S RECOMMENDATION FOR GRANTING CREDIT (Please check yes or no) 
YES




NO
Teachers Return this form to the attendance office after printing and attaching the “Student Period Attendance Summary Report.”








 May 2012
Dear Student,

You have received this Appeal Petition form because you have exceeded the number of allowable unexcused absences as defined by school board policy.

If you wish to appeal the withholding of credit for this class, you must do the following:

· Attach to the Appeal Petition any documentation you want the Attendance Appeal Committee to consider.  (For example, doctor’s notes, excused absence notes, etc.)

· Give the appeal form and the attached documentation back to the teacher who gave it to you.  The appeal form with documentation must be returned to the issuing teacher by May 11, 2012.  Be sure to initial the attendance appeal log when you turn your appeal form in to the teacher.

· Failure to return the appeal form to the issuing teacher will result in a “No Credit” assigned for the final grade.

· After the Attendance Appeal Committee meets, you will be notified whether your appeal has been granted or denied.









_____________________








                 Teacher Signature
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Name Teacher
1D Class 0 o
Grade 09 B
Date | Code | Comments

Thu 04-02 U2 |
Thu 0423 |S |

Copyright (¢) 2008 Excelsior Software, Inc. All rights reserved.

https://gb.dadeschools.net/pinnacle/Gradebook/Reports/ StudentAttendanceSummary.aspx?r..
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Code] Description Code | Description Totals
U2 | U2 - Unexcused Absence Block i || Absences | Tardies
S | S - Special Notes | 2 0

. 5/5/2009
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