
THE SCHOOL DISTRICT OF PHILADELPHIA – 204 FORM

ANECDOTAL RECORD – PROFESSIONAL, TEMPORARY PROFESSIONAL, OR SUBSTITUTE EMPLOYEE

	LAST NAME
	
	FIRST NAME
	
	INITIAL
	

	GRADE, SUBJECT, OR POSITION
	

	SCHOOL
	
	REGIONAL OFFICE
	

	DATE OF OBSERVATION
	
	SOC SEC #

	SIGNATURE OF RATING OFFICIAL
	

	POSITION OF RATING OFFICIAL
	


UNSATISFACTORY ATTENDANCE/LATENESS



On date, you received a memo (ATTACHED) regarding your attendance in which you were warned that “additional absences/latenesses will lead to more severe disciplinary action.”  When your attendance did not improve you were issued the attached SEH-204, “UNSATISFACTORY ATTENDANCE/LATENESS” DATED in which you were again warned of more severe disciplinary action.



Since that time, you have been absent for personal illness an additional _____ occasions and for illness in family _____ occasions as follows:

	DAY
	DATE
	CODE
	DAY
	DATE
	CODE
	DAY
	DATE
	CODE

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


(NOTE: patterns, extension of weekends, etc.)



You have been late on an additional _____ days for a total of _____ minutes as follows:

	DATES
	ARRIVAL 

TIMES
	MINUTES

LATE
	DATES
	ARRIVAL

TIMES
	MINUTES

LATE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




These continued absences/latenesses as well as a pattern of (describe pattern, e.g. extending weekends, holidays, etc.) have created an unsatisfactory situation in the school.  The educational program of your students is at risk.



Based on the above, I recommend the following:

1.
That you be suspended without pay for a period of _____ days.

2.
That you be warned that a continued pattern of unsatisfactory attendance/lateness will lead to more severe disciplinary action up to and including dismissal.

3.
That a copy of this SEH-204 and attachments be forwarded to your official personnel file.

________________________________


Employee Signature

c:
Regional Superintendent and/or Second Level Rating Officer 

Official Personnel File
Revised 8/01/06
Attendance/Lateness Suspension SEH-204

