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JCHS Updated Attendance Procedures 

 

*PARENTS- PLEASE DO NOT SHARE YOUR PARENT ACCESS PASSWORD WITH 

YOUR CHILDREN. STUDENTS SHOULD NOT USE THE PARENT ACCESS SITE*   

If you need assistance with the Parent Portal please email info@cwcboe.org 

1. Reporting an Absence or Tardy - Parents must update their child’s attendance by (8:05a.m.) 

the day of OR several days in advance of any dates with attendance status changes. (sickness, 

appointments, vacations, etc.).  This will alert the Main Office and administration of your 

student’s status for the dates indicated by the parent note.  After 10 a.m., parents will only be 

allowed to enter information in the portal about attendance for subsequent days.   
 Reporting an absence or tardy in the Genesis Parent Portal: 
 Step 1:  Click on Attendance tab 
 Step 2:  Click on the Notify Attendance Office tab 
 Step 3:  Fill in the required information as below: 

Late Arrival to School - If a student is arriving after 8:15a.m. they must be 

marked absent in Genesis with a comment indicating their anticipated arrival 

time.  Their arrival time will be recorded once they sign into school, and their 

tardy status will be entered into Genesis accordingly by the Main Office. 
Student Absence - A parent/guardian must select the date and enter a comment 

with the reason for the absence.  An absence will remain unexcused until 

documentation is provided to the school.  Any medical documentation must be 

provided directly to the Main Office Attendance Secretary.  
 

If you are unable to update student attendance through Genesis, you may send an email to 

jchsattendance@cwcboe.org with all important details regarding your student’s absence 

or late arrival. 

 

If it is not possible to update attendance in Genesis or provide a written note, parents may 

call in their child’s absence by 8:00a.m.  Please call 973-228-6981 and press 1 to leave a 

detailed message. Include your child’s name, the date, and the reason for their absence. 

 
2. Requesting an Early Dismissal - Early dismissal information will NOT be collected through 

Genesis.  If your student will be leaving early, you must provide a  note with a hand -written 

signature to the Main Office no later than 8:05 a.m. on the day of dismissal.  You may also send a 

scanned or photographed note to jchsattendance@cwcboe.org.  This note MUST contain a hand-

written signature.  Emails without a written signature are not permitted. 
 
Eighteen year-old students cannot sign out of school without parental permission unless they are 

emancipated. 
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3. Submitting a Doctor’s Notes - If your child is absent or tardy for a medical reason, or if they 

must leave early for a medical appointment, a doctor's note is required to excuse the absence. All 

medical documentation must be provided within 7 school days of the doctor’s visit, otherwise the 

absence cannot be excused.  Doctor’s notes must be turned in to the Main Office Attendance 

Secretary, or scanned and emailed to jchsattendance@cwcboe.org. 
 

***Parent Reminder:  A student must be present in school for a minimum of 4 

hours of instructional time in order to receive credit for the day and not be 

marked absent per state and district requirements.***   
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