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PART I—INSTRUCTIONS FOR KEEPING DAILY ATTENDANCE RECORD

Keep this register up to date and in your school room during
the hours your school room is in session. Use ink in keeping the
records which are not perforated to be torn out.

Column—Number. Each page is provided with line numbers
corresponding to the line numbers in this column to simplify the
location of the proper space for each name. See column num-
bers 1-49 at top of pages 6, 7, 16, and 17.

Transported Pupils. Encircle the line number if the pupil is
transported at public expense. See pages 4 and 5.

Column l-—Names of Pupils. List pupils alphabetically, boys
first, by grades and within grades by sexes leaving a few lines
between each group for later entries. Teachers having only one
grade should use page 6 for boys and page 18 for girls for first
term and then use page 30 for boys and page 42 for girls for sec-
ond term.

Column 2—Grade. Place the grade in this column. Teachers
having only one grade may write the grade in the blank to the
right of the word “Grade” in Record of Attendance space and
leave column 2 blank.

Column 3—Source. Each pupil is an Original Entry or a Trans-
fer Entry. Original entry means first entry in an Alabama
school during the current scholastic year of July 1—June 30. If
a pupil is not an Original Entry he must be a Transfer Entry.
The source of entry for each pupil is to be indicated by placing
the proper code to the right of the pupil’s name under column 3
under the proper month, week, and day according to the date of
enrollment. The code is as follows: :

Original entry:

0. Original entry—State pupils—a pupil who has not attended
school in this State nor in any other state during the current
scholastic year.

O.. Original entry—out of State pupils—a pupil who has at-
tended school in another state but not in this State during
the current scholastic year.

Transfer entry:

Te. External transfer—a pupil who previously attended school
in another county or city school system in Alabama during
the current year but not in your school system.

Ti. Internal transfer—a pupil who previously attended school
in your school system but not in your school during the
current year. \

Tis. Internal school transfer—a pupil who previously attended
your grade or your school during the current year. All pro-
motions and demotions from one grade to another within
the school, and all reentries are internal school transfers.

Column 4—Age.” Enter in column 29 the date of birth of every
child as soon ag his name appears on your register. Then use
the Table for Computing Ages of Children given on next to the
last page in this register to secure the ages to be entered in col-
umn 4. Refer to the bottom of the Age Table for instructions
before attempting to use this table.

Column 5—Sex. Place the letter B in this column following
the name of each boy; place the letter G in this column follow-
ing the name of each girl. Teachers having only one grade should
check the proper sex at the top of the page and leave column 5
blank.

Columns 6-9 inclusive self explanatory. Use code letters to
show date of entry and for recording absence or tardiness. Half-
day absence on entrance date should be recorded—example: 0/

Permanent Withdrawal—W—may result from one of several
causes which will make it impossible for a child to return to
school during the same school year. The old system of temporary
withdrawal has been abandoned. Each child is to be counted as
present or absent for each school day the school was in session
from the date of his first entrance to school to the date of his
permanent withdrawal. The child is not to be counted as either
present or absent on the day the symbol of permanent with-
drawal—W—is first entered, but as Off Roll (for explanation of
this term refer to explanation of column 10 below) for this day
and all school days following to the end of the current school
month. He will then be reported as withdrawn and no further
daily attendance record will be kept for him. NO CHILD IS TO
BE PERMANENTLY WITHDRAWN UNLESS THE TEACHER
IS INSTRUCTED BY THE SUPERINTENDENT TO WITH-
DRAW HIM. The superintendent may delegate this authority
to the attendance supervisor or principal. In no case is a teacher
to withdraw a child without the approval of one of these officials.
A child who is at home for a long illness should not be considered
as a permanent withdrawal from school unless it is certain that
the child will be unable to return to school during the current
school year. When a teacher is instructed to withdraw a child,
the cause of permanent withdrawal, indicated by W and the
proper code number, should be entered in the column correspond-
ing to the day the instruction was received and in column 49.
For example, W-3 indicates a child has been withdrawn perma-
nently because of removal from the community served by the
school. A transfer card should be issued for such a withdrawal.
After a child has withdrawn permanently, a line should be drawn
through the remaining spaces to the end of the month. Only
the following reasons for permanent withdrawal are legal:

‘W-1 Promotion provided child reports to upper grade.
W-2 Demotion provided child reports to lower grade.
W-3 Removal from community served by school.
W-4 Death—This means death of the child.

W-5 By securing a certificate of exemption from the superin-
tendent of schools.

W-6 By securing legal employment certificate.

W-7 Permanent withdrawal for miscellaneous reasons.

IMPORTANT: IN ALL CASES OF PERMANENT WITHDRAWAL RE-
MEMBER THAT EACH CHILD MUST BE REPORTED OFF THE ROLL THE DAY
OF WITHDRAWAL AND EACH SCHOOL DAY THEREAFTER DURING THAT
SCHOLASTIC MONTH. DO NOT COUNT PUPILS ABSENT AFTER THEY
HAVE BEEN WITHDRAWN.

Holidays Or Other Days School Is Dismissed. If school is dis-
missed for any reason which will prevent the school from hav-
ing 20 school days in session for the current month, the cause
should be placed in the proper vertical column similar to illustra-
tion “Teachers Institute” page 4. Christmas holidays should not
be counted Off Roll unless they prevent having 20 school days
for the current scholastic month.

If the withdrawal code is placed in the first scholastic day of
the month in making the monthly report the pupil will be On
Roll as a pupil, Off Roll 20 days, On Roll zero days and with-
drawn at the close of the current month.




Dally Attendance. The school day is divided into morning and afternoon sessions. A pupil who is absent 14 of either
session should be marked absent for the entire session and not tardy. The roll should be checked at least twice daily; at
‘the beginning of the morning session and again at the beginning of the afternoon session.

A pupil absent at the morning roll call is marked in the proper space. A pupil absent at the afternoon

roll call is marked in the proper space. Absence for an entire day will therefore be indicated by the sym-

bol a In the event a pupil marked absent at morning roll call comes in before the middle of

the morning session this fact should be indicated as follows: In the event a pupil marked absent at the

afternoon roll call comes in before the middle of the afternoon session, this fact should be indicated as fol-

lows: ] Z l . Two cases of tardiness occurring the same day will, therefore, be indicated as follows: % i

Pupils transported to school by school busses or public conveyances should not be marked tardy if they reach school late on account
of a delay of the school bus or public conveyance. In the event pupils do not report within a reasonable time after the arrival of the
school bus or public conveyance which is late, they should be marked tardy. Pupils transported at private expense must reach school at
the regular beginning time or be marked absent or tardy as the case may be.

Coding Causes of Absence. Absences are coded by placing a number before the X and encircling the excused ab-
sence as follows:

1X—Illness of pupil. 2X—Pupil working. 3X—Poverty. 4X—Truancy. 5X—Inclement weather. 6X—Miscella-
neous.

Any pupil absent in the afternoon for a cause differing from the reason of the morning absence should have the
proper numeral placed to the right of the afternoon symbol of absence; example— /1, /2, /3, /4, /5, /6.

Excused Absences. Encircle the following: 1X—Pupil too ill to attend school; 5X—Inclement weather which com-
petent judges would rule dangerous to the life or health of the child if he attended school; 6X—(a) Legal quarantine;
(b) Death in the immediate family; (¢) Emergency condition. If half of a day is excused absence and the other half day
absence is unexcused use semicircle for the excused half-day.

Court Case of Non-Attendance. Place “C” under the day of the week in which a pupil or his parent is taken to court
because of non-attendance. See illustration page 4 under October 11 for line number 3.

Columns 10, 11, 12, and 13 are for entering the monthly attendance record of all pupils who are not transported to
school at public expense. Pupils living less than two miles from school are to be included in these columns unless they can
not walk because of being physically handicapped even if they are transported.

Column 10—Number of Days Off Roll. This should include: (a) All school days from the uniform date of opening
to the actual opening date which prevents having 20 days in session for the month; (b) all school days during current
school month the school was in session before the child entered; (e) all school days the school was in session after per-
manent withdrawal (to end of current month only); (d) all holidays and other days the school was not in session for any
cause which will prevent the school or room from being in session 20 days for the monthly attendance report. If some
children remain away from school because of-certain religious holidays they should be counted absent and not Off Roll
unless the entire school is dismissed for this reason. X

Column 11—Number of Days On Roll. A child is On Roll from the date of his entry to the date of his permanent
withdrawal or to the end of the school year. Remember that a child is either present or absent, except as stated under
Withdrawals, for each day he is On Roll. Therefore, all holidays and other school days school was not in session for any
cause, should not be included in Number of Days On Roll since you can neither count the children present nor absent on
these days. Such days should be included in Number of Days Off Roll as explained below.

Column 12—Number of Days Present. This is actual number of days each child was present.

Column 13—Number of Days Absent. Count the days each child was absent. Pupils away from school on authority
of the principal to represent the school in inter-school activities should be marked absent for the time they are away.

Columns 14, 15, 16, and 17 are for entering the monthly attendance records of all pupils living two miles or more from
school if they are transported at public expense. The two-mile limit does not apply to pupils who can not walk because of
physical handicaps.

Column 18—Number of Days Unexcused Absence. Include all except the excused absences defined above.
Columns 19 and 20—Tardies. Self-explanatory. Conduct to be entered as instructed by the superintendent.
Columns 21-28 inclusive. Enter scholastic record of pupils if required, placing annual grades on the tenth month.

Column 29—Date of Birth and Evidence. This should be entered when pupil first comes to your grade. Teachers
should require evidence of birth in the order of preference listed as follows: (1) Birth certificate. (2) Bible record.
(3) Written statement of parent or guardian. In 1926 the state approved requiring a birth certificate as evidence of
birth. Example of birth date and evidence. 6-30-1910-1 shows child was born on June 30, 1910 and that this information
was furnished by birth certificate.

Column 30—Vaccination. Give year of vaccination if vaccination was successful. Otherwise, write No. Vaccination
scar is evidence of successful vaccination.

Columns 31-42 inclusive.—Attendance Records for the Year. See explanations of columns 10-20 inclusive.

Columns 43-45 inclusive. Self-explanatory. Should be filled at the close of the year. Cities may use these spaces for
“Place of Birth” or other information.

Columns 46, 47, and 48. Self-explanatory. Should be filled for each pupil when he first comes to your grade.
Column 48—Causes of Withdrawal. Insert “W” with proper code number when pupil withdraws.
SUMMARY OF CHECKS FOR AN INDIVIDUAL CHILD OR A GROUP OF CHILDREN

Column 10 4+ Column 11 = 20; Column 12 4+ Column 13 = Column 11; Column 14 + Column 15 = 20; Column
16 + Column 17 = Column 15.
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