
Clerks Meeting – October 22nd, 2014  

Period attendance  

 Teachers take attendance they are an eye-witness to who is present or absent or tardy to 

class.  

 All absence verifications codes must be determined and entered by the clerk or authorized 

personnel only.  

 Review absences daily/weekly and add ‘All Day’ codes if a student is marked absent all 

periods.  

 If a student has all periods marked absent and present only one period – WE get ADA for 

that day. We need to determine if that attendance is correct!  Only ‘All Day’ codes are 

reflected on your summary reports. We don’t want to claim the ADA if the student was 

really absent the whole day and a teacher just didn’t take attendance that one period.   

 

 Print Period Absence Audit - This report shows you odd absences.  

 

High Schools - Determine the following;  

Who is following up with the teachers to take attendance?  Who makes the decision to change 

absences?  If a student shows up for only one or two periods does your school have a sign in 

policy? Is the student called into the office to explain? Does the Bell Schedule affect the period 

attendance? 

Such as;  

AAA + AA     Was this student absent all day or teacher didn’t take  

                       attendance 4th period? Or did the student come to that   

                       period? 

++ A+A A    Was student at school after 2nd period?  

+++A++     What happened to this student 4th period? CUT ?  

AAAA +      Student only attended 6th period, sports? Can we  

                    ethically claim this day? Did the teacher take   

                    attendance or was the student absent all day?    

 



 

 


