eSchool Plus Notes
Channelview ISD

TAKING HOMEROOM ATTENDANCE

In order to take attendance on students attendingpuses who take home room attendance you
must assign students to a home room on their Ratisst screen and that home room needs to
be on the teacher’s primary home room field in3tedff Information table.

To assign a student to a homeroom click on Stu@enter>>Click on Search>>Enter your
criteria>>click Search>>choose your student>>ctiokRegistration>>type their room number
in the Primary Homeroom field (or use the drop ddamchoose the room number)>>click on
Save.

To assign a teacher to a homeroom click on Regmtr&enter>>click on Staff
Information>>Enter your Search criteria>>click ogagch>>click on the teacher’s building
(this should be your building)>>type in the roommher on the teacher’'s Primary Homeroom
field>>click on Save.

Now the teacher can go to their grade book andwhkgee this class listed for attendance
purposes. To enter attendance or make changeadbdr’s attendance click on the Attendance
Center>>Attendance Entry>>Check the date (the sydiefaults to today’s date so be sure to
use the date you want to add attendance for>>Betewrnter office>>click on No
default>>Type in student’s ID and the code you wanise>>when you are finished entering
absences for that date click on Save.

If you are correcting a previous day’s absencescgvuclick on View Unverified Absences and
the system will show you all the students who heelnomarked UNV by the teacher for that
date. You can then input the new code and betewleck Save when you are finished.
Adding an office entry to a student will lock thedent’s attendance for that day and prevent
the teacher from marking them absent in the gradé&.b Office entry over rides teacher entry
so if a student has a doctor’s verification orlggreus holiday or any of the codes that makes
them present for ADA purposes it is very importduat you put these in. The office can input
absences for future dates.

If you want to mark a whole group with a code (1®grade field trip) you can use the
Attendance Entry by Criteria.
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ATTENDANCE CALCULATIONS

In order for your attendance data to print properiyreport cards, interim progress reports, or
any other report you may generate you need to yaurecalculations up to date. To check on
an individual student’s totals go to Student Cerr€llick on Search>>Search for your
student>>Choose the student>>go to Attendances Witlishow you the student’s Year View.
Remember that the attendance you see on the Sunpageyis for today only.

If you want to see results of Calculations you Kbao the Attendance Folder on the left hand
side of your screen. If you want to see detaidguarticular range you Click on Range View.

By default it will show the last two weeks but ycan change those dates to be a larger range or
a smaller one.

If you want to see a Days Total click on Days Tatiadl you can see that student’s totals per
day. Intervals are groups of time that correspondarking Periods (1 through 6), Months (7
through 17 which is August through June) and Yeddte which is Interval #18. You can see
when a student was last calculated and you canlesdcthat one student by clicking the Load
Totals button on either the Day Total page or Shiotals on the Interval Total page.

SPECIAL NOTE: Remember to periodically run your Attendance E8can to check for
errors as well as Invalid Absences. Elementarypte®s should run this at least once a week
while secondary campuses should run this at least¢ ta week since there are so many
schedule changes.

ATTENDANCE BALANCING

Every six weeks your teachers need to sign andatagidit report verifying that the absences
in the system are correct. You should run thieregt least every 3 weeks for teachers to
verify. Teachers should make write changes omdpert and send it back to you. If the report
Is correct then they sign and date it. By doingviery 3 weeks you have your attendance
verified for Interim Progress Reports as well ap&teCards. To run this report go to
Attendance Center>>Reports>>End of Day TeacheuStéport>>Type in your prompts>>
Click Run

For auditing purposes you should run the repott we prompts shown on the next page. For
high schools always us& ®eriod, AJJH uses'@period, and campuses taking homeroom
attendance use all.
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End-Of-Day Teacher 5tatus Report

Fun

Building: E] Channelview High Schoal

Start Date:™ @ By Date: |5/24/2009
O By Prior Days:

End Date:* O Taday

® By Date:
Period(s) To Include: O Al

{(®) selected Period(s): |3 |@
Show All Students: Include all students in the dass or homeroom
Show Dropped Students: Include dropped students in the dass
Include Attendance: | Show Last Office and Teacher |»

Message for Non-Bottomline Entry: |

Group Attendance By: ® student
Date
Include Secondary Teachers: [ Print courses in which a teacher is listed as Secondary Staff
Page Break On Teacher: Print a new page for each teacher
Include Signature: Include a line for teachers to sign the report
Print Dates as Columns: [] Print Attendance Dates as columns

Be sure to use your control period (or home rooyoif only take home room attendance) as
well as printing a new page per teacher with agfac the teacher to sign and date.

Print Attendance Code Key: [ Print 2 key of attendance codes and descriptions
Log Statistics: Indude the report statistics in the report file
Filter

[ Clear Criteria ]

“—_“

|5taFFBU|I|:I|ng V| |5taf‘fID | |—._E|:|uals | |112 |

[and ] | v| O

You can filter for one or more teacher by usindfsa numbers.
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ABSENCE CODES

The absence codes in Channelview are used byrapuses. Some of these codes will
generate ADA but the student must have the docuatientfor that code. Other codes may
mean excused absence but will still be subjedte®0% rule. The State of Texas has
mandated that all students be in attendance feaat 90% of the days that a class meets.
Some codes are used only for secondary campusesparticular grade levels (i.e. Military
Taps is only for 8 through 12 grade so only Cobb, AJJH, Kolarik, Endeavor, attB&an
use it.)

Codes that wilhot be counted for the 90% rule (to determine whiclisnts have to make up
hours you should run the Trends by Period Summalgtails on next page - with all the other
codes):

ACT, APL, CNS, HMB, HOL, ISS, NID, NUR, OFF, and TS

Codes that will count towards ADA (you must havewmoentation for these codes as specified
in the TEA Student Attendance Accounting Handbamktiat school year in case of audit).

CRT, HCP, MTA, and REH

Here are Channelview ISD absence codesdes in red do not receive ACahd codes in Blue
are Invalid for 2010.Your campus may not be able to use these cogesdimg on limitations
(i.e. MTA which is military Taps and is ADA genegdtcan only be used by éhrough 12
grade). Each code has a short explanation andimmmshould be used:

HMB — Homebound, receives ADA, prevents teacher from mgrthe student absent in
error

SUS - Suspended, must have a disciplinary incidetd go with days absent
HOL — Holding, receives ADA, should not be all day
PNE — Invalid for 2010
PNU - Parent Note Unexcused
ACT — School Activity, receives ADA
CNS - Counselor, receives ADA, requires Admit Slip ignsin sheet at a campus that
takes period by period attendance
CRT — Court, receives ADA, must have required officiatdmentation
CUT - Truant
EXC — Excused Absence
DEN - Invalid for 2010
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ABSENCE CODES (continued)

HCP — Health Care Provider, receives ADA

HCPN — Health Care Provider Note, Excused absence

UNX — Unexcused Absence

DLI — Driver's License

DOC —Invalid for 2010

PN —Parent Note Excused

FEM — Family Emergency

FRL - Funeral

OSS —Out of School Suspension, must have a disciplimaigent to go with the days
absent

PC — Parent called

ISS —In School Suspension, receives ADA

MIB — Missed Bus

NID — No ID, receives ADA

NUR —Nurse’s Office, receives ADA

MTA — Military TAPS, receives ADA, valid for'®through 12 grade only, must have
required official documentation

APL — At Apollo, receives ADA, prevents teacher from magkthe student absent in
error

AAPL — Absent at Apollo

RAW — Runaway

REH — Religious Holiday, receives ADA, must have requiodficial documentation,
allows multiple days but only one day for travehtad one day for travel from

UTDY — Unexcused Tardy

TST —Testing, receives ADA

UNV — Unverified absence

DN —Doctor’s note (Excused absence)

OFF —In the Office (Principal/AP/etc.), receives ADA

MED — Absent per Nurse, student was sent home by the& nurs

I # %

3.6 General Attendance-Taking Rules

Each teacher or other school employee who rectudest attendance must certify, in writing, thatsalkch
records are true and correct to the best of hieoknowledge and that the records have been memar
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STUDENT ATTENDANCE ACCOUNTING HANDBOOK PAGES (conti nued)

accordance with laws and regulations pertainingtddent attendance accounting. Electronic signsitane
acceptable. Signature stamps and pencil are neptaide.

Always use ink to make manual entries or correctios in the attendance records, on daily
absence slips, on 6-week absence reports, and/oraaily summary sheets. Never record
manual entries in pencil, use liquid correction flud, or use a signature stamp. If errors are
made on any official attendance document, strike flough the error, enter corrections
nearby, and initial.

Each campus must determine attendance for all gitayléhe absences recorded at the one particulairipo
time the campus has chosen for roll to be takesmé&pshot, e.g., 9:45 a.m.) during seeondor fifth
instructional hour of the day or its equivalentlass your local school board has adopted a digtality for
recording absences in an alternate period or fidwe selected time may vary from campus to camptismwi
your district. However, once a time has been seteet campus may not change it during the schaol'ye

These attendance provisions do not apply to altiemattendance programs such as the High School
Equivalency Program (HSEP) or the OFSDP. For spattendance provisions that apply to these program
please refer to Section 11, on nontraditional paotg.

For official attendance accounting purposes, "eadtisnd "unexcused" absences do not &3tidents
present at the time the attendance snapshot is takecounted present for funding purposes. Naertaving
students sign in is not an acceptable method afigekttendance. With the exception of any reassirdiin the
following paragraphs, students who are absentedtitie the attendance snapshot is taken are coahtst
for funding purposes.

Students who are on campus at the time attendartaken but who are not in their assigned classra@m
considered in attendance for FSP purposes proviggdwere with a responsible campus official (eagrse,
counselor, principal, etc.). Class admit slips thieo documentation supporting that a student w#s avi
responsible official must be retained for auditgoses. Note: These attendance provisions do ndf apihe
OFSDP or the TXVSN. For special attendance prongsthat apply to these programs, please referdbdde
11, on nontraditional programs.

A student not actually on campus at the time atiend is taken may be considered in attendanceSBr F
purposes if the student —

119 TAC §129.21()
219 TAC §129.21(i)(3)
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STUDENT ATTENDANCE ACCOUNTING HANDBOOK PAGES (conti nued)
is enrolled in and attending an off-campus duallitqgrogram course.

is participating in an activity that is approvedymur local school board and is under the directiba
professional staff member of your school districan adjunct staff member. The adjunct staff member
must have a minimum of a bachelor's degree be eligible for participation in the Teacher Retient
System of Texas.

Students participating in any activity that is approved by your local school board or withoutifert
district personnel supervision must be countedrabser attendance to qualify for funding purposes,
the certified district staff member or adjunct staEmber must be accompanying the students as an
official of your school district for the specifiaigose of supervising the students and must beoapgr
by your school board to supervise the activity. &mmple, students would be reported present yf the
are participating in 4H activities that are supsed solely by a county extension service agenthaso
been approved by the local school board as an eitaff member.

is participating in a mentorship approved by distpersonnel to serve as one or more of the addance
measures needed to complete the Distinguished »eament Program outlined in 19 TAC 874.13(a)(3).

is a Medicaid-eligible child participating in thely and Periodic Screening, Diagnosis, and Treatme
(EPSDT) programs implemented by the Texas HealthHirman Services Commission. Such students
may be excused for up to 1 day at a time withoss af ADA.

misses school for the purpose of observing religiooly days, including traveling for that purpdse.
Travel days for which the student is consideredtiandance shall be limited to not more than 1fday
travel to and 1 day for travel from the site whigre student will observe the holy days. Your school
district may elect to excuse additional travel ddnmsvever, the student would be considered absent f
the additional travel days for attendance accogmiurposes.

is in Grades 6 through 12 and misses school foptipose of sounding “Taps” at a military honors
funeral held in Texas for a deceased vetéran.

misses school for the purpose of attending a reduiourt appearance, including traveling for that
purpose’ Travel days for which the student is considereatiandance shall be limited to not more than
1 day for travel to and 1 day for travel from tlite svhere the student is required to appear intcour
Your school district may elect to excuse additianavel days; however, the student would be
considered absent for the additional travel daysfitendance accounting purposes.

A court appearance is considered to be requirdeifaw (federal or state) or the court mandates an
appearance by the student in a criminal, civilraffic matter. Examples of required court appeaganc
would be a jury summons in the name of the studestibpoena in the name of the student, a traffic

%19 TAC §129.21(k)(1)
* TEC, §25.087(b)(1)(A)
® TEC, §25.087(c), as added by Acts 2007, 80th Legislature, ch. 660, §2
® TEC, §25.087(b)(1)(B)
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STUDENT ATTENDANCE ACCOUNTING HANDBOOK PAGES (conti nued)

ticket marked “You Must Appear” or “Court AppearaRequired,” the student appears in court as a
plaintiff or defendant, or the student is the sabg a court proceeding, such as an adoption stody
proceeding. Acceptable forms of documentation nmeag lbopy of a pleading or other document filed
with the court, a notice from the court clerk retiag a hearing or trial date, a jury summons, a
subpoena, etc.

Important: Absences to meet with probation officers do noti§uéor funding but must be excused if
they meet the criteria in the TEC, §25.087(b)(1)(B)

misses school for the purpose of serving as ati@teclerk, including traveling for that purpoSe.
Travel days for which the student is consideredtiandance shall be limited to not more than 1fday
travel to and 1 day for travel from the site whigre student is serving as an electing clerk. Yahosl
district may elect to excuse additional travel ddnmvever, the student would be considered absent f
the additional travel days for attendance accogmurposes.

To serve as an election clerk, a student must —
0 be eligible to serve as an election clerk underTieas Election Code, §32.051(a},
0 be atleast 16 years of age, have the consenggfrthcipal of the school the student attends, be
a United States citizen, and have completed amyirtigacourse required by the entity holding the
election.

misses school for the purpose of appearing at argawental office to complete paperwork required in
connection with the student's application for Udiftates citizenship, including traveling for that
purposée® Travel days for which the student is considereatiandance shall be limited to not more than
1 day for travel to and 1 day for travel from thie f the governmental office. Your school distntay
elect to excuse additional travel days; however stiudent would be considered absent for the
additional travel days for attendance accounting@ses.

misses school for the purpose of taking part imédd States naturalization oath ceremony, inclgdin
traveling for that purpos&Travel days for which the student is consideredtiandance shall be limited
to not more than 1 day for travel to and 1 daytfavel from the site of the ceremony. Your school
district may elect to excuse additional travel ddnymsvever, the student would be considered absent f
the additional travel days for attendance accogmiurposes.

is temporarily absent because of a documented afpent with a health care professioffah

documented appointment with a health care profaasiacludes an appointment of a student diagnosed
with autism spectrum disorder with a health caeefitioner to receive a generally recognized

servicé? for persons with that disord&t To be considered temporarily absent, the studest iregin

" TEC, §25.087(b)(1)(C) [SB 1134, 81st Legislature, Regular Session, 2009]
8 TEC, §25.087(b)(1)(C) [HB 192, 81st Legislature, Regular Session, 2009]
° TEC, §25.087(b)(1)(D) [HB 192, 81st Legislature, Regular Session, 2009]
Y TEC, §25.087(b)(2)
! See the Texas Insurance Code, §1355.015(b), for a description of the term health care practitioner.
'2 Generally recognized services include, but are not limited to, applied behavioral analysis, speech therapy, and occupational therapy.
¥ TEC, §25.087(b-3) [HB 192, 81st Legislature, Regular Session, 2009]
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STUDENT ATTENDANCE ACCOUNTING HANDBOOK PAGES (conti nued)

classes or return to school on the same day dadgpeintment. The appointment should be supported by
a document, such as a note from the health cafessionat*

is in his or her junior or senior year of high schand misses school for the purpose of visiting an
institution of higher education accredited by aeyaily recognized accrediting organization to
determine the student's interest in attendingrigtition® Your district 1) may not excuse for this
purpose more than two days during a student'sjyeiar and two days during a student's senior year
and 2) must adopt a) a policy stating when an atesetill be excused for this purpose and b) a
procedure for verifying students' visits to indibns of higher education.

A student whose absence is excused for any ofrthequsly listed reasons will be allowed a reasémab
amount of time to make up school work missed osdldays, and if the student satisfactorily compléte
school work, the day of absence is counted as adeympulsory attendance.

Important: Your district or charter schoabust adopt a policy regarding parental consent forestud
departures from schobl.FSP funding is conditional on local adoption of ths policy. However, this policy
does not affect procedures for taking and recordindent attendance.

419 TAC §129.21(k), TEC, §25.087(b)(1)(A)
% TEC, §25.087(b-2) [HB 2542, 81% Legislature, Regular Session, 2009]
%19 TAC §129.21(d)
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AUDITING REQUIREMENTS

In order to successfully go through an attendanci sou need to have the following reports,
notes, and information for every school year far pinevious five school years.

Signed teacher reports for each marking period

All documentation for the ADA generated absencessod

Sign in sheets for in building absence codesrfuese’s office, counselor’s office, In
School Suspension, principal’s office, etc.)

The teacher reports need to be run for every tedohevery marking period. They need to
signed and dated by the teacher. Any changestodexinoted in ink and initialed by the
teacher. No white out or pencil markings on theg®rts. These reports need to be stored in
alphabetical order by marking period so that irecafsaudit they are easily accessible.

THINGS TO WATCH OUT FOR

In building absence codes assigned to a studeetvimy period. For example a student
should not be in the nurse’s or the counselor'sefall day.

No documentation for an ADA generated absence ctfdestudent has a code of DOC
you must have a doctor’s verification with the dateident name, and doctor’s
information on it. If a student is marked for dg®us holiday you must have the
information from the student’s church giving date$®€e absent, travel dates if needed,
and this must be on church letterhead. A note flomparents is NOT sufficient
documentation. A court appearance must have dauatnen and official CPS visits are
treated like court appearances.

A teacher’s report that has white out, notationsiena pencil, not signed and dated by
the teacher listed at the top of the report, onesigby someone other than the teacher
listed at top.

Trends by Period Summary— to get to this report got to the Attendance QernteReports >>
click on Trends by Period Summary >> Enter yoummuts. Secondary campuses that take
attendance by periods need to be sure to choosgtioa to “only count within each separate
period” or they will not be able to choose the eotroccurrence at the bottom of the page.

Once you have filled in your prompts you need toode your number of occurrences which
will determine which students are on the report.el@mentary campuses you do Home Room

attendance so it will only be for that period. E@emester has 80-some days so | use 9 or 10 as
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Trends by Period Summary (continued)

the least with 99 as the no more number. You nsywwant to add grade to your sort
depending on who will be using this report.

{2 Attendance Trends by Period (Summary] - Windows Internet Explorer

@.a ¥ |g hittp) cwsdjeschoo\pIus;'Content,l'Adm|nIMenu,ldefault asp v| 4%
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@Find = :?Check i $_]Aut0F\|| v % i Signln ~
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. == - — : ”
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& Entry By Criteria
@ Error Scan Filter

I Setup
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U

© Morning Bulletin
© Teacher Report
& Office Report
© Attendance Misg — Sort
& End-of-Day Tea

© Activity Absence Clear Criteria
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v
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ATTENDANCE QUICK NOTES

These codes require documentation so be sure to leaan official document for the date
the code is used: HCP, MTA, REH, and CRT.

TAKE ATTENDANCE BY CLASS
Click on Attendance Center
Click on Entry by Class
Enter Prompts
Click on Enter Attendance
Mark students or add codes
Click on Save

TAKE ATTENDANCE BY CRITERIA
Click on Attendance Center
Click on Entry by Criteria
Enter Prompts
Enter filter
Click on Enter Attendance
Enter attendance
Click on Save Attendance

ERROR SCAN
Click on Attendance Center
Click on Error Scan

Enter Prompts (Do not click on Delete Student ertottil you have verified that you
have only invalid absences)

Do not filter since you want to find all errors
Click on Run

MINI AUDIT REPORT
Click on Attendance Center
Click on Reports
Click on Attendance Trends by Period (Detail)

Enter Prompts (Be sure to choose Code and a speoilie(s) to calculate on)
Click on Run
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ATTENDANCE QUICK NOTES (continued)

ADA/ADM STATISTICS REPORT
Click on Attendance Center
Click on Reports
Click on ADA/ADM Statistics Report
Enter Prompts (Be sure to click on Calculate Dataltoand Log Statistics)
Click on Run
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