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Teache/. prepare/ ~aily Attendance 'Kepory F" l 
Office girl collects/..._~~ b ft l"';,,J • 
Post record of abse~e and tardiness to Master class record book. 
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Prepare ttendance Saturday a.m. for 
use as basis for ekly tatistical eport. Show current 
enrollment, attndance, absen(.e ~A.D.A., and totals for 
secondary division, elementarf division, boys and girls 
separately. Also show under of'Record of Cha~es:' names o:f 
pupils leaving or ~tering1 based upon~tudent(Qneck ~ut blank 
and e_.ertificate of Jl\elease. 

The Weekly Statistical Report should be prepared Saturday 
morning by transferring totafs for boys and girls separately 
and in combination from the~ttendance .iummary for the current 
week. Prepare two copies: One for signature, one to b for-
warded to the Superintendant of Education, and one ~to be filed. 

The Monthly Report is prepared by summarizing the enrollment 
attendance and absense for the school days included in the 
calendar month as recorded in the attendance summaries for the 
several weeks of the month. Prepare two copies: One to be 
forwarded to the Superintendant of Education and one to be 
filed. 1 


