
Wando High School Tardy Procedure at a Glance

Good attendance and punctuality correlate to higher academic achievement and success in life and careers. Wando High
School teachers and administrators emphasize both. Tardiness interrupts learning for everyone in the classroom. Students
should be inside the classroom by the conclusion of the tardy bell.

Student Expectations
● Students who retain their tardy card for the 9 weeks will be included in a reward system.
● Students will be in class by the conclusion of the tardy bell.
● If a student is late, present a tardy card or report immediately to the nearest tardy card station for a pass.
● If a student needs to go to a tardy station, a student will be issued an “off limits” referral.
● If a student does not immediately return to class, the teacher will write a “Refusal to obey/defiant” referral.
● Student attendance and tardiness will be reviewed as students apply for parking privileges the next school year.

Classroom Tardy Procedure
Any student entering the classroom after the tardy bell is required to complete the following procedure:
● Present a tardy card to be punched as a tardy warning by the teacher.  A new tardy card will be issued each nine

weeks. The teacher will enter an unexcused tardy (UTRD) into PowerSchool.
● If the student does not have any tardy warnings remaining or does not physically have his/her tardy card, he/she

must report to the nearest tardy processing station to receive a tardy slip to class. When the student returns with a
tardy slip, the teacher will enter an unexcused tardy (UTRD) into PowerSchool.

● Tardy cards are not replaceable. New cards will be issued at the beginning of each nine weeks

Tardy Consequence

# 1-3 - Tardy card will be punched (these actions are warnings and no further action will be taken)

# 4 - Last warning–teacher will collect the tardy card

- Teacher will write a teacher-managed referral as “Tardy” and will email the parent a copy of the
referral.

No Tardy
Card

- If a student cannot present a tardy card, warnings cannot be issued.  An office-managed referral for
“off limits” will be written, and consequences will start as listed below..

1st office
referral

- Administrator/Student conference and parent contact via email and/or phone

- Student and parent will be made aware of future consequences to include loss of parking

2nd
office
referral

- After-school detention and parent contact

- If student does not attend after-school detention, he/she will lose parking for 10 school days and be
assigned In-School-Suspension (ISS) for a full day

3rd
office
referral

- Saturday School and parent contact

- If student does not attend Saturday School, he/she will lose parking for 15 school days and will be
assigned In-School-Suspension (ISS) for a full day

4th office
referral

- In-School-Suspension (ISS) for a full day and loss of parking for 20 school days and parent contact

5th office
referral

- Conditional Suspension and loss of parking for 30 school days, and student must re-apply for parking

6th office
referral

- The student will be written up for refusal to obey (consequences will follow the progressive discipline
plan) and lose parking for the remainder of the year.

Tardy Processing Stations: B208, E202,  H209, F120 (Students entering the building late will be given a tardy slip
as they enter and will report directly to class.)



Wando High School Tardy Procedures

Student achievement begins with regular and timely attendance while tardiness suggests classroom instruction is not
important. For any policy to be successful, we must work as a team to enforce consistently the standards. Please
review the “Wando High School Tardy Policy at a Glance” document published for students and parents.  All faculty/staff
are expected to be a positive force in reducing tardiness.

We will use a tardy sweep which should increase instructional time and ensure hallways are supervised and tardy
consequences are consistent. Teachers will close their classroom doors at the conclusion of the tardy bell and only allow
students to enter with a tardy card or pass.  Faculty members in designated spots will then sweep remaining students to the
nearest tardy processing station.  Students who have a tardy card or tardy slip will then be directed  to go to class.

Administration
- Be visible in the hallway before school, during exchanges, after the tardy bell to help with tardy sweep
- Work with faculty, staff, and students to build positive relationships and promote Walking the Warrior WAY
- Process referrals within 24 hours equitably and in a standardized manner
- Review tardy data with the School Operations MTSS team and distribute quarterly to the faculty/staff
- For 1st period/block only, admin will issue a tardy slip to students who enter the building late

Faculty and Staff
- Be in the hallway by 8:20 a.m. and during all class exchanges
- Work with faculty, staff, and students to build positive relationships and promote Walking the Warrior WAY
- Conduct bathroom checks during class exchanges
- Teachers, assist admin with tardy sweeps during your planning period; a schedule will be provided
- Do not allow students to be late to class by writing a pass or walking them to class, unless it is warranted

Administrative Support Tardy-Processing Staff
- Issue handwritten passes and direct students to report immediately to class.
- Keep a list of students who receive tardy passes.  Once your tardy line has cleared, enter an office-managed “Off

Limits” referral in R360 for each student; see below for language:
-“Q1 Tardy: (Student Name) was late to (#) block/period and reported to (office #) to receive a tardy pass.”

Teacher Procedures
- Close classroom doors at the conclusion of the tardy bell; do not accept late students without a tardy card or pass.
- Do not let students leave during the first 15 minutes or last 15 minutes of class unless to go get an ID
- Teachers are required to record all absences and tardies in PowerSchool
- For students sent to tardy stations who do not return in a timely manner, write a “Refusal to obey/defiant” referral

1st - 4th Tardies
- Punch tardy card and enter unexcused tardy (UTRD) for student attendance in PowerSchool

4th Tardy
- Collect and dispose of used student tardy cards. Write a teacher-managed “Tardy” referral in R360

using the following language:
- A tardy student is one who is not inside the classroom by the conclusion of the tardy bell.

Each student at Wando receives four tardy passes each quarter before facing disciplinary
consequences. This message is to inform you that your student has earned four tardies so far
this quarter. The next tardy your student earns will result in a disciplinary referral to
administration.  Please refer to the “School Policies” page at www.WandoHigh.com for a full
explanation of our Tardy Policy.


