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   Reconciliation: 

At the close of each attendance month Operations will send your ‘Final’ detail and summary reports to 
Drive O, you must print them. (Regular, if applicable, TK and Extended Learning) Please reconcile your 
Enrollment and Attendance reports, have the principal sign and date the final Attendance Summary(s), 
make a photocopy for your records and send ‘Original’ signed Attendance Summary to the D.O. via district 
mail.  Refer to the Attendance Time line for Reconciliation due date. 

ABI: (Every Friday) HIGH SCHOOLS ONLY 
• Print the ABI Weekly Attendance Reports (Electronic Signature you don’t need these reports).  
• Distribute to the teachers have them verify the information is correct and sign and date it.   
• Collect the signed Weekly Attendance Reports  
• Verify all the report pages have been signed/dated and that all the students on the page show attendance 
      reported. The only thing the teachers are verifying is that the student was either absent ‘A’, ‘P’ present or  
      Tardy. If the parent informed the teacher the student was sick after attendance was taken and the teacher   
       hand wrote in the correction make sure the change is put in Aeries and listed on your absent log.   
     *LOOK FOR HANDWRITTEN CHANGES. *LOOK FOR SIGNATURE/DATE. 

Aeries: Month-end  
•  Print an Unverified Absence Report - Select dates for the entire year. Report should be blank. If not, 

make sure all ‘A’ absent codes are verified.  If the parent has not called in a reason for absence by 
month-end mark  absent code to ‘U’ Unexcused ( Elem) and ’C’ Cut ( Secondary/HS ).   

•  Print an Attendance Audit Listing - Verify there are no data errors. Any enrollment fields missing, such 
as track, teacher, mismatched grade, etc. will show up on this report.  If errors, reconcile and keep report in 
month-end file.  

Example * A common mistake is the student is enrolled, but not in attendance or a ‘Mismatched’ program 
code. Which means the Student Data_1.Attendance screen was not updated or is missing the “S” code. (See 
below) The same grade, program, track and teacher information has to be entered on both screens. The 1st 
page  of the Student Data screen is the enrollment information and the 1. Attendance_ Enrollment screen data 
controls the attendance reports.  The student ‘Enter’ and ‘Leave’ line needs the following information; Date 
entered/left school, grade, program, track and teacher number (Elem.only). Every ‘Leave’ line entered must 
also include ‘Exit code’ under Reason.  

 
Example* Mismatched program code error – 1.Attendance  screen enrollment tab is missing the ‘S’ (see 
above) Enter the ‘S’ and then view the Audit Listing again, it should no longer be on the report. If this program 
code wasn’t caught this student would have been counted as a regular student all year since most of the 
attendance reports run using the Attendance 1 data.  



 2 7/16/2013 

 
• Verify all of your Independent Study ‘Completed’ contracts are entered at this time. Pull your Ind. Sty. 

Log and make sure all exiting and returning students have been recorded in Aeries. Do not record Work 
Complete (Z) in Aeries until you have received the completed contract back from the teachers. Contact 
your teachers with open Ind. Sty contracts and let them know it’s month-end and you need the final 
contract back. 

  
• Reconcile Aeries vs. SEIS  Special Ed (SDC) Students - Verify no changes have occurred to the status of any 

SDC students tagged in Aeries as Program ‘S’. Special Ed psychologists and teachers are slow to inform you 
clerks of any IEP changes. This procedure is to assure our Aeries reporting is accurate. The case workers have 
been instructed to print and give to the attendance clerk a copy of the CASEMIS page for any changes they’ve 
made to a Special Ed students status. You use the date on the CASEMIS page as the exit or enter date in 
Aeries. Please keep these CASEMIS pages as backup. 

 
1.  Run a Query in Aeries to list all of your students who are coded Program ‘S’ (SDC).  
                              (Query - LIST STU SN LN FN ID GR SP IF SP = S)         
2.  Run the ‘SDC Caseload’ students report out of SEIS program. It identifies all of the students at your 

school that meet the requirements as SDC students. The students IEP must say they receive 50% or more of 
services to be tagged as SDC. 

3.  Now simply compare the two reports. If they are the same that’s great! Aerie’s is correct.  
4.  If they are not the same. Mark the differences and give copies of both reports to the Case worker/teacher 

to correct and let them know you need this corrected ASAP! They should give you the CASEMIS page that 
shows the status. The SDC box will either be checked Yes or No. So you can make the change to Aeries 
one way or the other.  

5.  If you do not receive prompt response from the case worker, contact Emily Goodman in the Special Ed 
office to get results at X 5241 

 
Preliminary Reports 
Gains & Loss Report:  Print the Gains & Loss Report 

•  This is one of the most important parts of your reconciliation. Maintaining the ‘Enrollment’ numbers in 
Aeries for your school site.  

•  This report prints out by grade and program. Verify that each grade level matches the students you 
recorded on your manual ‘Add/Drop’ list and 1st day ‘Class list’. All three reports should match. With 
the exception of students out on Independent Study, they will not be on your manual lists. I suggest that 
you circle the ending number on the ‘Class list’ at each attendance month-end. It makes it easier for 
auditors to balance and gives you a starting point for next attendance month. Also make sure you don’t just 
log the name of the new student on the ‘Class list’. You need to record the STD #, Add date, students first 
and last name. If they drop/leave simply cross their name off the class list and record the date & reason 
such as; moved, transferred dropout, etc...  

•  All three reports must balance to the same numbers. And those numbers must be matched to the Summary 
Report. All Aeries Attendance report’s tie to each other so if you don’t compare them to your manual 
Add/Drop list you may be missing a student that hasn’t been entered to Aeries or if a student has left you 
may have forgotten to remove him/her from Aeries.  That’s why it’s so critical that you compare the 
manual reports to the Gains & Loss report. You want the enrollment to be correct so you must verify that 
no student(s) have been overlooked, who has left or entered your school. 

   
*Reminder Exception - Aeries has a data problem - if the student’s last day of attendance is the last day of the 
attendance month, then he/she name will not be included on the Gains & Loss or Summary report, so your 
enrollment count may not balance. Just make a note on the gain/loss report that this student wasn’t included in 
the current month’s reports. The following month everything will balance out.   
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Summary:    Print a Summary Attendance Report 

Each Program is printed on a different page.   Each Program needs to be reconciled. 
                  Middle schools are also sorted by Track. Each track is also printed on different pages. 

Program Blank - Regular Program,                                                   Track A - Traditional & 7th Grade 
Program G - In school outside of their grade,                                    Track B - Year-Round  
Program H - Deaf & Hard of Hearing Program                                 Track C - 8th grade 
Program I - Independent Study,  
Program T - Independent Sty - Special Education students 
Program S - Special Education - SDC 

      Program C – County Programs  
 
The Summary Attendance Report is used to reconcile all of your reports. Your responsibility is to reconcile 
the enrollment columns B, C, E, and F. You also need to verify the Year-to-date Column N, for 
Independent study Program I page. Use your ‘manual’ Independent Study log to verify the numbers are 
correct. Tally all completed I/S days it should match Col. N. 
 
Your first step; pull last month-ends summary report and verify that Column F (the ending balance), is the 
same as Column B (starting balance), on the new month-end report. If it’s not, stop! the reconcile 
process. A change was made after month-end close that affected the report. You’ll have to find out what 
you did. At this point, you would usually call me and we can figure it out.  If the starting balance is the 
same continue to the next step;  
 
Your second step; verify the Gains & Loss report matches to the Summary - Columns C (Gains) & E 
(Losses).  Since you’ve already reconciled the Gains & Loss report to the manual Add/Drop list and Class 
List you know what the ending numbers should be. (Exception* Change’s made on the last day of the 
month)  
 
Use the guide below to help you reconcile the columns on the Summary Report. 
 

Regular Program  
• Reconcile Column B with ending enrollment from previous month Column F 
• Reconcile Column C - Gains -  Match with your Adds on the Add/Drop list and G & L 
• Reconcile Column E -  Loss  - Match with your Drops on the  Add/Drops list and  G & L 

 
Program G – High Schools Only - In school outside of their grade  
• Draw a line through this page it represents students not enrolled at your school but attending one or 

more high school courses.  Or, if you keep track of enrollment, verify column F with the class list 
total. 

 
Program H - Deaf & Hard of Hearing Program 
• Reconcile Column F with the Class List total. 
 
Program I - Independent Study 
• Reconcile Column B with ending enrollment from previous month 
• Reconcile Column C with Adds 
• Reconcile Column E with Drops (Remember that if the student’s last day of attendance is the last 

day of the month, then he/she will not be included in your enrollment count until the following 
month). 

• Reconcile Column F with Independent Study Log. 
• Reconcile Column N with Independent Study Log. 

o Column N represents the year-to-date total of Independent Study days completed.   
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Program S – Special Education - SDC 
• Reconcile Column B with ending enrollment from previous month 
• Reconcile Column C with Adds 
• Reconcile Column E with Drops (Remember that if the student’s last day of attendance is the last 

day of the month, then he/she will not be included in your enrollment count until the following 
month). 

• Reconcile Column F with the Class List total. 
 

Program T – SDC Independent Study 
• Reconcile Column B with ending enrollment from previous month 
• Reconcile Column C with Adds 
• Reconcile Column E with Drops (Remember that if the student’s last day of attendance is the last 

day of the month, then he/she will not be included in your enrollment count). 
• Reconcile Column F with Independent Study Log. 
• Reconcile Column N with Independent Study Log. 

o Column N represents the year-to-date total of Independent Study days completed.  
                  

Program C – County Programs  
• Reconcile Column F with the Class List total. 

 
 Detail:  Print the Detail Attendance Report  

• This report is sorted by teacher for the elementary level and by grade level for Middle and High 
Schools. It’s a daily account of the attendance month at a glance. Review and verify all information 
is correct. Thumb through this report and verify there are no ‘A’s’ Unverified Absences or other 
odd absent codes that were used in error. Such as; too many funeral days recorded or Independent 
Study recorded wrong. Adjust Aeries if absent codes need to be fixed and re-print detail report 
pages(s) affected.  Secondary Sites _ Attendance reports only record the All Day code absences. It’s 
important to clear all period absences each day/week/month. If all periods are absent the All Day 
must be added to reflect the absence. 

 
 
 
Corrections - If you make a change that affects a previous month.    

If the Summary and Detail report is changed, then: 
  photocopy the page(s) with the correction 
  highlight the items to be changed 
  make the correction in Aeries 
  reprint the detail and summary page(s) with new changes 
  have the Principal sign and date the correction page(s) 
  send a Original correction page(s) to Robbi Edmondson at the D.O. 
 File the correction copy page(s) to your original copy in your month-end file. Never 

throw away the original Final I.S. report, simply staple the corrected page to the old 
page. 
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Electronic Attendance (ABI) is used at IUSD for our teachers to take attendance. In 
November 2011 we were approved by the state to allow Electronic Signature Approval.  
With that being said the task of running the Weekly Attendance Reports is no longer 
required for the elementary and middle schools. The HIGH SCHOOLS are not approved at 
this time, so they must continue to run the Weekly Attendance Reports.  
 
The procedure of running the Missing ABI Report has been in place for quite some time 
but with Electronic Signature in place it is even more critical to run and clear this report on 
a daily basis. Our auditors need a source document to track back to the teacher and without 
a weekly signed Roster their job is much tougher. The auditors will review this report to 
make sure all teachers are taking attendance. Making sure we are not claiming hours of 
apportionment that are not accurate.  Since we use negative attendance in Aeries it 
basically says that all students are present unless they are marked absent. So if a teacher is 
not taking attendance all students are considered present.    
 
It is equally important that our High Schools also follow this procedure.  Secondary 
Schools must run the Missing ABI Report each period of the day and send runners, emails, 
PA announcement to the teachers to take their attendance. It is very time consuming but 
must be done to make sure we are not claiming apportionment for hours that students were 
not present.   
 
 
Missing ABI Report – Must be printed daily to verify that all teachers have taken 
attendance. You must contact the teachers to ‘submit’ ABI attendance so the report 
will clear. If teacher names are left on the report you must write Why? Attendance was not 
taken, the reason and how it was resolved. Keep and File with month-end reports.  
 
If you have a problem with ABI? Print Manual Rosters so the teacher can take 
attendance. Have the teachers sign and date turn into the office.  If the issue with ABI is 
not resolved on the same day you’ll have to enter the attendance directly into Aeries. Keep 
the teachers signed manual rosters attach them behind the Missing ABI report and file with 
your month-end reports. 
 



 6 7/16/2013 

 



 7 7/16/2013 

 
 

 

How to view/print a Summary and Detail Attendance Report 

From the Aeries Control Panel - Click on –Attendance Accounting 

 

 

Click on  3. - Monthly Attendance Detail Report   or   Click on  4.  - Monthly Attendance Report = Summary 
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     Enter the month you want to print this report.    Click  OK 

     Click on  OK 

 

Detail Report - 3.  - Monthly Attendance Report - prints ‘detail’ information students & daily absences 
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Summary Report - 4.  - Monthly Attendance Summary     
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Gains and Loss Report:    

• Reconcile this report, compare it to your manual Add/Drop & 1st day -Class List. All three reports should 
be the same. 

o Each name on the Gains/Loss should appear on your Add/Drop list & Class List 
o The date on the Gains/Loss report should be the first/last day the student was in attendance   
o Amount carried forward for each grade level should match Column B of the Summary  
o Ending Enroll should match Column F of the Summary and Class List ending enrollment for the 

attendance month  

 
 
 
 

 
                 Forward bal.   84        2 Gains                2 Losses      Ending  84 
 
 
 
 
 
 
 
 
 
 
 
 

http://intranet.iusd.k12.ca.us/infotech/HowTo/AttnGainLoss.rtf
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How to View / Print Gains and Loss Report 
 From the Aeries Control Panel  

 
 
Click on  Attendance Accounting 
 

 
 
Click on  2. Print Gain and Loss Report 
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Click on ‘Yes’                                                               Click on ‘No’      
 
 

 
Enter the current Attendance Month-end date range. (beginning & ending date)  
 
 
Gains & Loss Report by Grade & Program. 
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Add/Drop a Student: You can print this to help you verify your ‘Manual’ Add/Drop List. 
 

• Write the student’s name on the ‘Manual’ Add/Drop list with any known information. 
       Include the student’s name, first or last day and if leave note the reason. Also update the Class List. 
• Now update Aeries to Add/Inactivate student.(Update - Student Data Screen and 1.Attendance) 
• Once information is in Aeries you can reprint this Add /Drop list to verify the totals match with your 

manual list. 
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How to View / Print Add / Drop student list 
 From the Aeries Control Panel   

 
 
Click on  
View all Reports 
 
  

 
 
Type in Add -(All reports with ‘Add’ will appear)  Highlight report  and  Click on OK 
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Add/Drop Listing  
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Class List:  Run this at the end of the 1st Day of School  
 
“Class List by Teacher” (Elem) or “Student Directory by Grade”(MS & HS) report with the enrollment figures 
should be printed after the close of the first school day prior to shutting off the computer.  All enrollment changes 
during the year must be reflected on this report, so they could be used to reconcile the Gains & Loss and Monthly 
Attendance Summary reports. 
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How to View/Print a Class List by Teacher 
From the Aeries Control Panel 
 

 
                                                                                      Click on View all Reports 
 
 

 
 Type in “Class list”   
Click on the report you want    Click on OK 
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Click on No 

 
 
 
 
 
 
 
 
 
Leave 1 Click on OK 
 

 

 Leave 1 Click on OK 
 

  Click on OK 
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Class List by Teacher Report – (Elementary) Print on the first day of school each year.  
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Class List:  Run this at the end of the 1st Day of School  
Secondary Schools run the “Student Directory by Grade” or “Student Directory by Class/Counselor” report. This 
report should be printed after the close of the first school day prior to shutting off the computer.  All enrollment 
changes during the year must be reflected on this report, so they could be used to reconcile the Monthly Gains & 
Loss and Attendance Summary reports. 
 

 
 
Click on Menu Student Data   then Click on Reports 
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Click on C. Student Directory by Grade or F. Student Directory by Class or Counselor 

 
 
Student Directory by Grade   or   Student Directory by Counselor  Report –Print one of these 
reports on the 1st day  of School  
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Unverified Absences: Print this at Month-end with a date range for the entire year this will assure you have no 
unverified absences in Aeries.  All absences must be verified, recorded and coded properly. There are two reports 
in Aeries to help you determine that the “Students with Unverified Absences” or “Absent Today” report. You 
can use either report as your daily absence log.  However if you do use one of these reports, print it ‘landscape’ so 
you can include other mandatory state required information.   
 
Every absence verification, whether in the form of a note, phone call or email should include all of the following 
elements:    

• Full name of student 
• Date(s) of absence 
• Specific reason of absence 
• Name and/or identity (mother or father) of person providing the information 
• Name and signature of person/employs making/logging the verification 
• Date when verification was made 

 
How to View / Print Unverified Absence Report -  
 

     
 
Click on Attendance Accounting 
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 Click on   J. Students with Unverified Absences or the K. Report ‘Absent’ Today 
 
 

 Select “Yes” the report will sort by teacher 
 Select “No” the report will not sort by teacher 
 
 
 Click “No”  
 

 
 
 

Enter the beginning and ending date range   
Click OK 
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Click OK 
 

 
 

 
 
 
 
This is what you’ll get….. if all absences are verified.  

 
 
 
Unverified Absence Report 
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Or you can use the ‘Absent’ Today report - Select Attendance Accounting then; 
The K. Report ‘Absent’ Today 
 
 

  
 
 Enter ‘1’ Absent Today or Enter ‘2’ Tardy Today (verify Tardy’s against manual late log)  
 

   
The current date will show, or you can change to another date 
 Click OK 
 
The Absent Today Report 
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Class Roster: 
The Class Roster should be printed when you have a sub-teacher, they don’t have access to ABI by printing a 
Roster they can take attendance manually. Have them sign & date it at the end of each day and return it to you. 
Attach it with your Weekly Attendance report or Missing ABI Report. High Schools the “Weekly Attendance 
Report” needs to be printed each Friday and given to the teacher to review. The teacher must sign & date it and 
return to the clerk ASAP!  
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How to View / Print Class Roster 
 From the Aeries Control Panel   
 

 
 
Click on  
View all Reports 
 
 

 
 
Type in Class Roster      
 
Click on the report you want    Click on OK 
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Verify the term and the current month-end number, if you want dates on             
the roster enter att month, leave 0 if not.  Click on any item you want to add or 
delete on the report.   Click OK 
 
 
Class Roster  - Issue manual rosters to teachers if ABI is not available and to Sub-Teachers 
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Attendance Audit Listing: 
 
This report will need to be generated at month-end to see if there are any data errors in Aeries that need to be 
corrected before I.S. department prints the Final Monthly Attendance Reports.  Print and correct any errors before 
you run the month-end Preliminary Reports. 
 

 
 
How to view/print Attendance Audit List 
From the Aeries Control Panel 

 
 
Click on   Attendance Accounting 
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Click on 1. Print Audit Listing  
 
 
 

          
 Click on OK                             Click on OK 
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Attendance Audit Listing – Clear data errors each week 

 
                                                             *  *  * *  *       
What are Data Errors? Something has been put in the Student Data screen wrong or 
something was not entered such as a program code or a wrong grade or track. The Student 
Data front screen controls the enrollment information and the 1. Attendance_ Enrollment 
Screen_ Enter and Leave line, controls the Attendance reports. If these screens have different 
information a data error will occur.   
Where do I look? How do I fix?  If  it says ;  Mismatched Grade or Track or Teacher? 
Compare the two screens (Student Data screen and the 1.Attendance _Enrollment Enter line)  
 

 
 
 

Grade - Is the grade is the same on the Student Data front screen as the _ 1. Attendance 
enrollment screen Enter line? Track- Is the student in the right track? Is it missing? Teacher- Is 
the teacher correct for that grade level? 
 
Reminder** Error’s float to the top of the monthly Aeries reports, if the first page of summary 
and/or detail report has a single student listed this is probably where you will find your mistake. 
You may of recently adjusted or added this student and forgot to add maybe a Track or Program 
‘S’ code on the Attendance 1 screen.  
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At Month-end, Operations Dept. will send the ‘Final’ Attendance Summary & Detail reports to 
Drive O. You must print all reports and maintain in your month-end file. Match these ‘Final’ 
reports to your preliminary Summary report. They should be the same. If they are not, determine 
which report is correct by looking in Aeries and have the Principal sign & date the correct 
Attendance Summary Report. Send the ‘original’ signed /dated Summary report to Robbi 
Edmondson at the District Office. Keep a copy of the Summary and the Detail Attendance Report 
in your month-end file.    
 
**Never throw away the ‘Operation’ Final dated report(s). If you make a change to the 
attendance records and it affects these reports simple re-print the report pages that have changed. 
Have your principal sign/date them and send the ‘original’ corrections pages to Robbi at the D.O. 
Make copies for your month-end file. Simple staple the correction pages to your month-end 
‘Final’ report or create a folder, insert corrections and file. 
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Attendance Timeline for Year-Round & Traditional 

2013 / 2014 
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Independent Study 

 
Independent Study is a voluntary optional alternative instructional strategy to regular 
classroom setting in which no student may be coerced or required to participate.  Ed code 
section 51747(c) (7)  
 
Work assignments must be consistent with the District adopted curriculum. 
 

• Can’t simple have document his/her student vacation experience 
 
• The course of study offered to the student must be equal to his/her regular classroom 

instruction. 
 
The law prohibits policies which prevent or lower academic credit for excused absences. 
 
It is not permissible to claim ADA credit for make-up work that the pupil completes after 
returning to the classroom (and thus termination of I/S contract). 
 
Minimum and maximum agreement term for apportionment purposes, an independent 
study agreement cannot be less than five (5) consecutive school days and not more than one 
semester. Our school Board Policy is 20 days per contract.  A short term Independent Study 
contract can only be 20 days unless an administrator/principal approves a ‘second’ contract 
before the student leaves. If they choose to do this the 1st set of homework would be due on 
the 20th day. The second set would be due when they returned to school.  
 
Academic credit can be earned by pupil for fewer days. 
 
Academic and apportionment credit are separate issues. 
 
The Master agreement (contract) must meet all of the requirements for independent study 
written agreement prepared in compliance with Ed Code section 51747 ( c) and 5 CCR 
11702. No ADA can be claimed from I/S until the written agreement is completed and in 
affect. 

• The agreement must state it’s voluntary and not required.  
 
• Indicate the duration and enter both the beginning and the ending dates. 
 
•  Be signed and dated by the pupil, parent, supervising teacher. The date for 

apportionment cannot be earlier than the last required signature date. 
 

• The assigned office personnel establishes a IS file for the student. The signed original 
agreement is placed in the student’s IS file. The attendance system (Aeries) is 
updated to reflect student is on Independent Study. 
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When the Pupil Returns 
 

• Student must complete all work products prior to the assigned due date and before 
returning to the classroom instruction.  No apportionment can be earned for work 
done after-the-fact or after the due date. 

 
• Certificated teacher evaluates work assignments and records academic and 

apportionment value on the applicable record. Teacher records academic credit and 
grade on the IS contract. And then signs and dates the IS agreement contract. 

 
• A representative homework sample is assembled by the teacher, who staples the 

original homework pages together, signs or initials and dates the front page of the 
sample product.  

 
This original representative sample of the students work products must be kept with the 
Independent Study Agreement in the students independent study file.  It must bear 
evidence that the supervising teacher personally evaluated the pupil’s work, or reviewed 
the evaluations made by other teachers, for both academic and apportionment credit.  
 
This sample product should reflect 20% of the work completed.  
 
Unofficial minimums suggested by Dept. of Finance: 

• Full-time, one week for each school month 
• Short-term, one day for each five day period.  

 
If the student fails to make the meeting upon returning to school the contract is Null and 
Void, no ADA may be given. 

 
The attendance clerk updates the ADA apportionment earned in the Aeries once the I/S 
Master Agreement is returned by teacher and is complete.  
 
School sites 
An I/S file must be maintained for each student and kept for three (3) years. 
The folder includes; 

• Master agreement (contract) 
• Course contracts 
• Assignment log sheet 
• Original sample of evaluated homework, signed and dated by teacher 
• Apportionment and academic signed and dated by teacher 
• All the Independent Study Files must be filed alphabetical by grade level and by 

school year. 
• Setup a register log to record all I/S contracts for each calendar school year. 
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Special Education 
• If a student has an IEP, he/she cannot participate in the Independent Study Program 

unless the IEP specifically provides for that participation. The auditors may require a 
copy of the student’s IEP. The program code for SDC students is “T” rather than, “I”. 

 
Year-Round or Multi-Track 
• Independent Study cannot be used to make up attendance for days missed in year-

round or multi-track. 
 

Independent Study - Who does what? 
 Teacher’s Responsibility: 
1. Independent Study is a Voluntary Program. We want to receive ADA credit for the time 
lost but, we don’t have to offer it to everyone.  

   
2. Determine if the student is capable of completing the homework on their own. If you feel 
they aren’t don’t offer it to the student. 
 
3. The I/S contract is between the Teacher, the Parent and the Student. All parties must 
sign/date and agree to the Independent Study Contract before it begins. 
 
All parties agree to the following; 

A) That the homework will be complete upon return to school.  
 
B) The students will write their name and date the homework just as if they were in 

the classroom. These dates must reflect the time period of there I/S contract. 
 

C) When the student returns to school after being on an I/S contract they must go to 
the office first, to turn in homework. 

  
 4. Teachers must return the I/S contract to the attendance clerk: filled out showing final 
grades and valued earned, with a dated signature and the signed homework sample.    
 
If the student comes to the office and doesn’t have their homework it’s up to you the teacher 
to follow up on it. The student must turn it in on the day they return or the I/S contract 
agreement states the contract will be null/void. If the student goes directly to the classroom 
when they return, send them to the office so the clerk can pull the I/S contract.  Or void 
his/her contract. 
 
“If we don’t receive the homework on time”!   

• We will receive no ADA funding.  
• The student cannot be marked Unexcused for all days missed, they cannot be Sarbed.  

 
This is a loss for the school and the district. Not to mention the time and energy to put this 
I/S contract together.  
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 The Clerk’s responsibility 
 
1. The clerk gives the Independent Study Contract to the teacher.  
 
2. Create the Independent Study log and maintains the notebook that contains all I/S 
Contract(s) for the school year. The log must show all I/S contracts including the voided 
ones.  
 
3. When the teacher returns the new I/S Contract to the office after they have reviewed it 
with the parent and student. The clerks must verify the I/S contract has all three dated 
signatures – teacher, parent and the student. All three must sign and date before the I/S 
Contract begins.  
 
4. Enter the work not complete (W) code into Aeries at the start of the I/S contract. 
 
5. Keep the original I/S contract on file until the end of the contract date.   
 
6. When the student returns from an I/S Contract they should report to the office before 
going to class and turn in their homework.  Pull the I/S contract, and attach the homework 
collected and give to the teacher.  Middle and High School will instruct student to turn in 
their homework to each teacher and return to them complete. 
 
7. Give the I/S Contract and homework to the teacher to grade, determine value of the work 
and get a homework sample together.   
 
8. When the teacher turns in the completed I/S Contract the clerk must verify the following;       

• Verify students name and date is on homework pages. 
• Sample of Homework - verify that the teacher has signed or initialed and dated the 

top page of the sample and made any other notes to show they reviewed/valued 
work. 

• Verify the teacher has recorded the grades, value of work and signed/dated the 
final I/S contract line.   

 
9. Enter the Work is Complete (Z) code into Aeries at the conclusion of the contract (after 
teacher has graded, etc.).  
 
10. If the student didn’t complete homework leave the code (W) in Aeries system. These days 
will be recorded as a non-absence. They cannot be Sarb’d. 
 
11. If the I/S contract affected a prior months Summary report, rerun it along with the 
detail page(s). Send it to Robbi Edmondson at the D.O. 
 
 
 



 38 7/16/2013 

 
 
 

Eagle Independent Study Procedures 
 
There are two absence codes for Independent Study 
 W – WNC (Independent Study, No Work) 
 Z  – WCO (Independent Study, Work Complete) 
 
On Eagle Student Data Screen: 

1. Mark the Program Code “I” for Independent Study 
2. Click on UpdATT 
3. Enter the last attendance day before the Independent Study in the Change from Effective Date 

field 
Effective Date Grade  Program Track  Teacher              Exit Reason 

Change  
From:  9/21/2010     5          A     19                             440 
 
4. Enter the first day of Independent Study contract in the Change to Effective Date field 

Effective Date Grade  Program Track  Teacher               Exit Reason 
Change  
From:  9/22/2010     5        I     A     19                             

 
5. Click ok 
6. Use either 1 Attendance (on the Student Data Screen)  or Class Attendance (on the control 

panel)  to enter the absence code of “W” for all days of Independent Study not complete.  Do all the 
days the student is expected to be gone. 

7. On the Student Data Screen, remove the “I” Independent Study from the Program field 
8. Click UpdATT 
9. Enter the last attendance day  of the Independent Study in the Change from Effective Date  field 

Effective Date Grade  Program Track  Teacher            Exit Reason 
Change  
From:  9/27/2010     5        I     A     19                         440 

 
10.   Enter the first day of Non Independent Study in the Change to Effective Date field 

Effective Date Grade  Program Track  Teacher            Exit Reason 
Change  
From:  9/28/2010     5          A     19 
 
11.   Click ok 
12.   When the Independent Study Contract is complete enter a “Z” for the absence code for all days of 

completed Independent Study 
Note:  Each Independent Study Contract must  

1. Have each line complete 
2. Be signed by parent, student, principal and teacher 
3. Last at least 5 days but no longer than 20 days 
4. Be turned in to the Attendance Clerk completed prior to Independent Study start date 
5. Be turned into the Attendance Clerk with a sample of the work and with teacher signatures 

immediately following the Independent Study return date 
 
 
 
 
 
 



 39 7/16/2013 

 

K-6 SHORT-TERM INDEPENDENT STUDY AGREEMENT 
(Completely filled out, signed and returned a minimum of three (3) days prior to the start of the absence.) 
School: _________________________ 
STUDENT NAME: _________________________________ GRADE: __________ BD: _____ - _____ - _____ 
PARENT NAME: __________________________ HOME PHONE: _____ - ________ WORK PHONE: _____ - ______ 
DURATION: This agreement will be in effect from _____ - _____ - _____ thru _____- _____ - _____ # of School Days: ________ 
[Duration of Short-Term Independent Study Agreement must be a minimum of five (5) days.] 
[This agreement shall not exceed 90 school days from the initial date the agreement was signed below.] 
MEETING SCHEDULE: Student and teacher(s) contact (Contact method can be personal meetings, phone calls, e-mail, fax, mailings, etc.): 
                                                    Day/Date:                                   Method:                                        Final Due Date: 
EXAMPLE:                      MM-DD-YYYY                             Personal meeting                             MM-DD-YYYY 
 

Actual:                     ___________               _________________          ___________ 
 
FINAL GRADES: are assigned after student work is teacher evaluated. The Supervising Teacher’s Final dated signature (the above column on the right) 
verifies all assigned work has been completed. A representative sample of work completed is attached to this completed agreement for record-keeping purposes. 
Teachers must sign, date, and return a representative sample page of student work. 
 
_______________ _______________  _______________    _______________                  X   ___________________________________                  _______________ 
LANGUAGE ARTS          MATH                        SCIENCE                  SOCIAL SCIENCE                                  SUPERVISING TEACHER FINAL SIGNATURE                          DATE 

 
Final Comments: ____________________________________________________________________________ 
 
Learning Objectives: (The student will . . ) 
 
Language Arts: __________________________________________________________________________________________________ 
 
Math: __________________________________________________________________________________________________________ 
 
Science: ________________________________________________________________________________________________________ 
 
Social Science: __________________________________________________________________________________________________ 
 
Learning Resources/Materials: (may be attached separately) 
_____ Textbook(s) [list] ___________________________________________________________________________________________ 
_____ Map(s) [list] _______________________________________________________________________________________________ 
_____ Notebook, paper, pencil or pen: _______________________________________________________________________________ 
_____ Other (describe): ___________________________________________________________________________________________ 
 
Evaluation Method(s): 
_____ Grade of “_____” or better on assignments _____ Teacher-made test 
_____ Demonstration/Presentation _____ Standardized test 
_____ Student Log/Journal _____ Other (describe): ___________________________________________ 
 
Learning Activities: (see attached list of possible Learning Activities) 
 
Assistance: If tutoring or assistance is needed to achieve the learning objectives, please call the supervising teacher at (949) ______ - _________ 
 
Special Notes: Participation in independent study is voluntary. Independent study affords students the opportunity to continue their education while 
away from school and for the school to continue earning Average Daily Attendance-generated revenue. For the duration of this agreement, the parent 
agrees the student must maintain a minimum daily study schedule (per day: 180 minutes for kindergarten, 230 minutes for grades 1-3, and 240 
minutes grades 4-6). Any assignments given while this agreement is in effect shall be due on the final due date agreed (see above) but no later 
than 20 school days from the date the assignment was given. . 
 
We have read the terms of this agreement and agree to all the conditions set forth. 
Signatures: 
_________________________ __________                                                        _________________________ __________             
Student Signature                              Date                                                              Supervising Teacher Signature        Date 
 
 
_________________________ __________                                                         _________________________ __________ 
Administrator Signature Date                                                                                 Parent Signature                              Date 
 

file: mills/independent study/K-6 short-term agreement.110806 Distribution: Original to Attendance Office; Copy to Student/Parent 
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Example of Independent Study entry on Student Data_1.Attendance 

 
1. Add a Leave line to show the student has left the regular program. (enter exit code 440) 
2. Add a Enter line to show the student entered  ‘Independent Study’. (enter  “I” Prg) 
3.  Add a Leave line to show the  date they left  Ind. Sty. (enter exit code 440) 
4. Add the final Enter  line to show to when they are returning the regular program. (“I”Prg removed)  
5. You do this in advance so when the student returns everything is already done.  

Next you go to the “Attendance by Calendar” tab and enter  the “W” (Work not complete) code on the days                   
the student is out on Independent Study.  When the teacher turns in the completed graded homework sample and  
signed contract you change the “W” to “Z” work complete. 
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Month-End Check list 

* Step to be completed every Attendance Month-End 

 1 
Missing ABI Report – Must be printed daily/each period to verify that all teachers have taken 
attendance. You must contact the teachers to ‘submit’ so the report will clear. If names are left on the 
report you must write Why? The reason and how it was resolved. Keep and File with month-end reports. 
If the report is blank you don’t have to keep. 

 2 

 
UNVERIFIED ABSENCES REPORT - Run Daily – Checks that all verified absence codes are entered in 
Aeries? Enter date: Enter the Month-end Start & End date  
 
Secondary sites –Should also running the M. Print students with n or more period absences 
_Absences by date_ Verify all students with all periods marked ‘A’ absent have an ALL DAY code entered 
in Aeries. Also look for single period absences –verify if they are correct. 
 

 3 TARDY / LATE LOG   Verify all manual entries are entered in Aeries. Run a Tardy today report! Compare 
w/manual log entries.  

 4 
 
INDEPENDENT STUDY LOG   Verify all contracts are listed including voided ones and that you’ve coded 
completed contracts in Aeries. Also verify the YTD manual log matches Aeries, days complete. 
 

 5 WEEKLY ATTENDANCE REPORT Teacher’s signed & dated in ink, weekly (High Schools only) 

 
 
  
6 
     

 
MONTH-END  Steps – ‘Update’  Aeries each mth-end before you begin. 
 
UNVERIFIED ABSENCES REPORT - Enter date: First day of school through the month-end date. 
Check the entire year. If blank you don’t need to print.  
 

 7 

 
 
ATTENDANCE AUDIT LISTING Reconcile any data errors before printing the other month-end reports. 
If blank no need to print and save. 
 

 8 

 
 
*If you have Program S students at your school 
 
AERIES vs. SEIS - SDC Comparison - Verify status of Special Ed students who are coded 
Program S, SDC. Run SEIS report and Query out of Aeries. Compare and Identify differences and give to 
Psychologist or case worker to see what IEP states. PRG “S” is used for special ed students who receive 50% or more 
worth of services who is in the regular classroom less than 50% of the time. 
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9 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
ENROLLMENT RECONCILIATION - Compare ADD/DROP vs. GAIN & LOSS then compare 
to the CLASS LIST - Verify dates and students enrollment are the same on all three reports. 
 
*Step 1: Verify each student(s) name on the Add & Drop List is on the Gains and Loss report with the correct enter or 
exit date. Also verify all students on the Add & Drop list were added or dropped from the manual Class List. Verify the 
dates are the same on both. 
 
Manual ADD/DROP LIST after verified Sign & date. Also show evidence of verification on report (check 
marks, etc.) Record Add/Drop ending balance each Attendance month.  
 
 
*Step 2: Compare the Gains & Loss report with the Class List. Pull the Class List by Teacher or Grade. Verify that all 
student(s) on the Gains & Loss have been added or removed from the correct Class List. Also verify the date is the 
same.  Add a check mark by each name to confirm you verified it.  
 
*Step 3: Add up the ending enrollment for each grade level from the Class Lists. Compare it to the Gains & Loss 
report ending enrollment by grade total, they should match. If they match, circle the Gains and Loss report and initial and 
date each grade level. Record the new month-end ending enrollment total on the class list, if it changed.  
 
 
Example:  
Elementary Sites: Class list is by Teacher: Kindergarten class list shows 3 classes = 33+33+33 = 99, Gains & Loss report ending 
enrollment should say 99. Circle, if correct initial and date.  Now do the same thing for the 1st grade, 2nd grade, etc...   
 
Secondary Sites: Class list is by Grade: Verify the ending enrollment and record the month-end number for each grade 7th, 8th, 9th 
10th etc. if it changed.   
 
 
1st day CLASS LIST -  Record all add/dropped students in the correct class and/or grade include; 
Name, Date, if dropped a Brief Desc., Ending Class Total and record ending balance each attendance 
Month-end, if changed. 
 
GAINS & LOSSES REPORT Sign & date once verified, show evidence of verification on report (check 
marks, etc.) circle each grade ending balance and initial/date once verified against the Class List.  
 
 

 
 
10 
 
 

 
MONTHLY ATTENDANCE SUMMARY - Print a preliminary report compare it with the Gains & 
Loss report. Verify the final enrollment numbers are correct for each grade level.  Hold on to this 
report until the Final is available on Drive O to print.  Print and compare it to your preliminary. They 
should match. *  
 
*If they don’t match something was added to Aeries after close. Look up and view the Summary report in Aeries and 
see what report is correct. Yours or the final report on the Drive O? Send the DO whatever report is correct. Keep both 
the final report and the correction report in your month-end file. If not sending final dated report write on report 
correction when you send it to Robbi/DO. 
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MONTHLY ATTENDANCE ‘DETAIL’ REPORT -  Don’t print a preliminary report, only print the 
Drive O: Final - Keep and file w/month-end.   
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12 
 
 
 
 
 
 
 

 
 
Operations sends an email each month to tell you the attendance reports are available to print on the 
Drive O:  
 
The Final Attendance reports are dated to show the district cut-off date you MUST print them. You 
must keep a hardcopy of these reports on file at your school. It’s a state requirement that the site maintain 
the reports for 3 years plus the current year. All sites should have these records on file 2012/13, 2011/12, 
2010/11, 2009/10. In September 2013 you can destroy/shred 2009/10. 
 
 
Print Drive O: Final date – Have the principal sign and date the Final Attendance Summary(s) 
Make copies for your Month-end files and send the ‘original signed & dated Final Summary Attendance 
report to Robbi Edmondson at the District Office.   
 
Note* Any corrections to the Summary report  also have to be signed by principal 
 
 

13 

You repeat this process of reconciliation for other programs such as TK Kindergarten and/or Extended 
Learning. These programs have a separate site number so you have to reconcile separately. 
 
Extended Learning is an Hourly Attendance intervention program. Attendance is taken each hour and it is 
not required that we add verified absent codes for these absences. Record those students present ‘P’ or 
absent ’A’. This program is not approved for electronic signature so we need the back-up detail attendance 
report(s) and rosters on file with your signatures. Each month-end send me both the Hourly Attendance 
Summary, signed/dated by principal and Detail Attendance reports signed by the clerk.  

 


	Each Program is printed on a different page.   Each Program needs to be reconciled.
	Program Blank - Regular Program,                                                   Track A - Traditional & 7th Grade
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