Saturday School

Saturday school schedule must be compliant with the statutory minimum day of 240 minutes.

Attached is the Saturday School form that they should be using. The teacher and administrator
must sign & date verifying students that attended.
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ATTENDANCE PROCEDURES

e Collect Saturday school rosters. Verify they are signed and dated by the teacher. Verify with
teacher/AP/dean if any pupils were there for only discipline issues.

e Enter the pupil attendance information to Aeries -Student Data- calendar screen.
e Only change the ALL DAY codes to ‘E’ Sat Sch (SAT). Do not change period absences.

e If astudent is attending Saturday School to make-up period absences only note it in the
envelope and discipline folder. Do not enter the ‘E’ Sat Sch (SAT) absence code to the periods.

e If astudent is attending Saturday school for only discipline issues do not enter the ‘E’ code.
The ‘E’ code is solely for unexcused/truancy absence reclamation.



Look up each student who attended Saturday School in Aeries, Student Data Screen. Locate the

make-up date and change the all-day code “U” or “C” or “3” unexcused to the “E” Saturday

school code.
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New Procedure

When entering the absence code “E” Sat Sch (SAT), normally you would enter an All Day code
and the periods are all changed to whatever code that is. For truancy reasons we must keep the
period absences the same to show the absence code the student made up. The only way we

can do that is to do the following;
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You'll need to enter the ‘E’ code in the ALL DAY field, now click on Change, it changes all the
periods to ‘E’. Now go back and change periods manually back to ‘C’ or ‘U’ or ‘3’. Just click on
period and change.



After you enter all student changes now go to Attendance Accounting (See below) and print the
Attendance ‘Detail & Summary’ reports that were affected by the changes you made.

A) Print the detail page for each student who attended, highlight the change.

B) Then print the Attendance Summary report to show the changes.

C) These Revised month-end report pages must be sign/dated by principal and sent to
me at the district.

D) File a copy with your attendance month-end reports.

Create a file for Saturday school and file all these attendance record forms.
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First Click on #3 (Detail) Monthly Attendance Report and select and print all Students who are

tagged with the (SAT) code. Then Click on the #4 Monthly Attendance Summary Report and
print page one. Highlight the changes on the reports and have the principal in charge of
attendance, sign & date them.

Make copies and send Robbi Edmondson at the DO the original reports. Hold until Month-end
and identify as Saturday School. You maintain and file all backup attendance forms. File the
corrections to Summary & Detail with your Month-end files.



DETAIL Report — Shows the SAT code — Print pages with this code, Highlight changes.
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Summary Report — (Usually Col. H Days of Non-Apport. and YTD column changes)
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