


This procedure contains options for teachers posting students as skipping class from their desk using the gradebook attendance process. 


1- If a student was present in a previous class period but absent in the current class period then the teacher should post the student as absent using code 08 skipped. The system will automatically email all assistant principals immediately. NOTE..if student is located and no  check in action is posted then the student will be considered absent for the remainder of the day. Emails and calls will be automatically sent by the system on both the posting of a skip and upon location of the student. This will include school staff, student support group and Sheriff's office.

2- When the student is located then the student should be checked in using the code 08. NOTE- 
The time between check out and check in will fall into the normal algorithm for computing 
absentees for full day and by period. Office staff or teacher can record the skip or return. In many cases the student skips a class then appears in the next class. In this case the teacher will check the 
student in where the student may skip the balance of the day if sent to the office. Most sites will 
encourage their teachers to check attendance early in the class period in order for the site attendance
person to run a skip report 5 minutes after the bell in order to start locating any skips.

3- If you desire to change the code 08 skipped to code 14 tardy to class then click the code and select code 14. To refresh your screen, click the 'stu' button at the bottom of the attendance posting roster.  The teacher is allowed to make the change.

4- If a student has been checked out by a counselor or other school staff for any reason the staff should check the student out immediately using code 37 [staff check out]. This will list the student on the teachers roll and reflect that the student is present. When the staff process is complete then the student should be checked back in using code 37 which will furnish proper communications to the next periods teachers. 

5- If a student is reflected as absent in a previous class on the teachers roll and is present in the current class, then there are two options. Option 1: The teacher will send the student to the school office where the student will be processed, checked in with a proper code and a check in slip printed to be used for a hall pass and given to class teacher for verification. Option 2: The teacher will check the student in by clicking the check in cell on the attendance option in the gradebook. The teacher will normally use the same code on the check in as reflected on the roster for the check out. However, if an appropriate reason is given and a match can be made to the codes dropped down when the check in cell is clicked then select the appropriate code. This will reduce the second classroom interruption, reduce paperwork, furnish immediate communications to staff, reduce hall travel, etc.

6- If it becomes necessary to delete a tardy code 14 transaction then click the actual 14 code on the attendance posting screen, program will inquire if you want to do this and then you would answer yes... 

7 – To delete an accidentally posted record you click on the Out Code.  You will be prompted if you wish to delete this record.  Click yes if you do wish to delete it.   Note that the program will only allow you to delete records if you are checked out the student, and only on the date that the record was checked out.

