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BP 4233   Attendance 
 
Reference:  Title 5, Sections 58003, 58004; Student Attendance Accounting Manual; HEA Sec. 103 
and 484(l); 34 CFR 600.2; 34 CFR 668.3 
 
The Santa Clarita Community College District has adopted the following policy with regard to 
attendance. Nothing in this policy shall conflict with Title 5 section 58003 that pertains to state 
requirements for monitoring and reporting attendance for apportionment purposes. The Santa 
Clarita Community College District authorizes specified designated District personnel to develop and 
implement those procedures necessary to comply with state mandated attendance reporting 
requirements. This policy is applicable to all courses, regardless of delivery format, offered by the 
Santa Clarita Community College District.  
 
4233.1   Definitions: 

 
A. No show drop – a drop that occurs as a result of a student not attending the first class 

meeting.  
  

B. Census drop - a drop occurs when a student stops attending a class prior to the first 
census drop or 20% of the course. The “drop date” shall be the end of business of the 
day immediately preceding the census day.   

 
C. Withdrawal drop –a withdrawal occurs when a student stops attending prior to 75% of 

the term or the 12th week of classes for full-term classes. 
 

D. Absences 
1) Excessive absences- an accumulation of excused and/or unexcused absences 

amounting to more than 10% of the class meetings.    
2) Excused absence- an absence caused by documented extenuating circumstances.  
3) Unexcused absence- an absence with no documented extenuating circumstance.  

 
E. Extenuating circumstances- verified cases of accidents, illness, and other 

circumstances beyond the control of the student. A student must have documentation 
to prove an extenuating circumstance.  

 
F. The last date of attendance - is either the mid-point of the financial aid payment period, 

as the effective withdrawal date, or the student’s last date of attendance as 
determined by his or her last known academically related activity. Academic related 
activity requires more than attendance in the student’s face to face or electronic 
classroom.  

 
G. Academically related activities include but are not limited to: 
1) Physically attending a class where there is an opportunity for direct interaction between 

the instructor and students;  
2) Submitting an academic assignment;  
3) Taking an exam, an interactive tutorial or computer-assisted instruction;  
4) Attending a supplemental learning activity and/or study group that is assigned by the 

instructor;  
5) Participating in an online discussion about academic matters; and  
6) Initiating contact with the instructor of record to ask a question about the academic 

subject studied in the course.  
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7) Academically related activities do not include activities where a student may be present 
but not academically engaged, such as: 
1.  Logging into an online class without active participation; or  
2.  Participating in academic counseling or advisement1.  
 

H. Academic Engagement in Distance Education– is academically related activities, 
described in the relevant course outline of record, including, but not limited to regular 
or substantive interaction between the students and initiated by the faculty through 
discussion board posts, completed assignments, or electronic conversations with 
faculty. This does not include passive activity in the course; e.g. watching a lecture, 
downloading an assignment, or other non-interactive activities.  

I.  
J. Distance Education- courses that deliver instruction online using the Internet 

(synchronously and/or asynchronously), provide for regular and substantive contact 
and interaction online between instructor and students that is initiated by the 
instructor, and require online activities as part of a student’s grade. 
 

4233.2 For the purposes of attendance and in application of census procedures, the Santa Clarita 
Community College District shall clear the rolls of students with inactive enrollment for the 
following time periods: 
A.  Been identified as a no show, or 
B.  Stopped attendance prior to the Census date, or 
C.  Stopped attendance prior to the Withdrawal date.  

 
4233.3  A student shall be dropped if no longer participating in the course, except if there are 

extenuating circumstances. “No longer participating” includes, but is not limited to, 
excessive unexcused absences related to nonattendance.   
 

4233.4 Regular and punctual attendance is an integral part of the learning process. Students of 
the Santa Clarita Community College District are expected to attend all scheduled classes 
in which enrolled. An instructor has the authority to drop a student who violates written 
attendance policies. Instructors are not obligated to hold seats for students who are 
enrolled but do not attend the first class meeting. 

 
A. Only persons who are registered for a class at the Santa Clarita Community College 

District may attend that class. Students are expected to attend all class meetings for 
those courses in which they are enrolled.  Attendance requirements are determined by 
the course instructor. Students who do not meet the attendance requirement as 
determined by the course instructor may be dropped or withdrawn from the course.  

 
B. Students who fail to attend the first scheduled class meeting or fail to obtain permission 

from the instructor regarding absence before the first scheduled class meeting shall be 
dropped as a no show from the course.  

                                                           
1 Participation in academic counseling and advising are no longer considered to be academic attendance or 
attendance at an academically related activity. (Federal Student Aid Handbook, June 2012; Chapter 1 – 
Withdrawals and the Return of Title IV Funds) 
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C. It is the student's responsibility to consult with the instructor regarding excused or 
unexcused absences. Absences begin to accumulate with the first scheduled class 
meeting.  

 
D. Any student with excused or unexcused absences amounting to more than 10% of the 

class meetings may be dropped or withdrawn from the class.  An instructor may drop a 
student up until 20% of the course (the 2nd week of a full semester length class) or 
withdraw a student from a course up until 75% of the course (the 12th week of a full 
semester length class) due to excessive absences.  

 
E. Absence due to an extenuating circumstance may be accepted by the instructor as an 

excused absence for a limited period of time. Students are expected to notify their 
instructor by e-mail and/or phone message if they are absent for a medical reason.  
Students anticipating or encountering extended absences due to medical, personal or 
family emergencies should remove him or her from the course. 

 
F. The faculty member may establish a limit on tardy or leaving early from the course to 

equal an absence. This classroom procedure shall be established in the syllabus for 
students on the first day of the course.  
 

G. It is the student’s responsibility to officially drop or withdraw from a course. Students 
failing to officially drop or withdraw from a course may receive an “FW” grade. 

 
4233.5 Distance Education Courses  

A. Faculty shall initiate regular and substantive interaction with students in distance 
education courses.  

 
B. A student’s absence from a distance education course shall be determined by the last 

day on which the student was academically engaged and participated in an academically 
related activity in the class. 

 
C.  The last date of attendance for students enrolled in a distance education course will be 

used in determining a student’s absences and subsequent drop or withdrawal from a 
class.   

 
4233.6  Financial Aid Repayment 

  Any student who receives Federal financial aid and completely withdraws or fails to 
complete any units during the payment period or period of enrollment, will be required to 
repay any unearned financial aid funds. 

 
 
 
See Administrative Procedure AP 4233  
Approved 09/17/14 




