Attendance Books ABC’s

1.
The teacher’s name should appear on the cover of the attendance book.

2.
The top of each attendance page should note:



The class grade (elementary buildings)



Course name and grade level (secondary buildings)



Course number (adult ed.)

3.
If multiple grades are enrolled in one classroom, each student’ s grade level should be noted.

4.
Months and dates in attendance book should be filled out completely.

5.
Print students in alpha order, last name first.  (Legal name not nick name.)

6.
Never blacken out, white out, or completely cross out the name of a student dropped.

7.
Keep attendance separate from the other record keeping.

8.
Only use the attendance symbols adopted by your district.



Be uniform when recording attendance.  Recommendations include:



P
Present

S
Suspended


D
Dropped



A
Absent


IS
In-School Suspension

T
Tardy



E
Enrolled

9.
Keep attendance on the same line as the student’s name.

10.
Record attendance only on the days school is in session.  (on snow days, teacher

conference days, etc. write no class or snow on these days to avoid confusion.)

11.
Official add/drop dates must be entered into student’s attendance record. This can be done either in the front of the book or on the particular day.

12.
Enter transfer from (teacher’s name), transfer to (teacher’s name) information into student’s attendance record.

13.
If a teacher has classes in more than one building, the teacher should have a separate book for each building.

14.
Computer generated attendance must be printed and signed by the teacher on a weekly basis (it is acceptable to have more than one week printed per page).  Signed originals should be provided to the auditor for the week prior to count, the week of count, and 30 days following count day.  The signed originals must be kept on file within the district.

15.
Attendance must be taken for each and every student.  Don’t forget students who are in-school placements, co-op, etc.

16.
All attendance books are the property of the school district.  Attendance books should never leave the school building except in case of a fire.

17.
Block schedule classes scheduled for more than one class period, must keep attendance for each class period.
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