ROP Attendance: a few guidelines and reminders

1. Please read the instructions at the bottom left of your attendance sheets

2. Count the student as “present”(write a v" under the number of minutes for that
date) unless the student misses the whole class period. I don’t track tardiness.

3. If school is not in session, (i.e. a holiday or an in-service day) draw a vertical
line through the entire day.

4, Please DO NOT INCLUDE T.A.s on your attendance rosters.

5. It is not necessary to total the minutes for students.

6. Completed attendance sheets are always due to the ROP office the
Wednesday following the last attendance day of the period.

7. DON’T FORGET TO SIGN AND DATE EACH SHEET! Thanks.

2% Sample page attached.

Feel free to call or email me with questions.

Sophie Kenn
ROP Secretary

938

-2936 ext. 239

sophie kenn@invo.k12.ca.us

8/15/05



ROP DAILY ATTENDANCE RECORD Course: Commercial Art
Instructor: Taton
School Month: 1 . School:  Big Pine High School
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Vv placed under the time indicates student was present and gets credit for all minutes.
O placed around the time indicates student was absent.
E placed under the time indicates student entered the class and was present on that date.
W placed under the time indicates student withdrew from the class/was not present on fhat date.
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