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School Name Staff Name Phone # Fax #
ADMINISTRATION
Central Office SIPA 659-3043 659-3028
Central Office Instructional Office 653-3015 632-3460
PRESCHOOL
Southwest Early Childhood Sasha Volmert 659-3026 632-3431
Southwest Early Childhood SPED Shelley Walton 632-3435 632-3437
ELEMENTARY SCHOOLS
Belair Elementary Valerie Miller 659-3155 632-3492
Callaway Hills Elementary Judith Ahart 896-5051 896-4054
Cedar Hill Elementary Rebecca Hintenach 659-3160 632-3493
East Elementary Susanna Walker 659-3165 632-3489
Lawson Elementary Noel McQuaid/ 659-3175 632-3487
Sheryl Persicke
Moreau Heights Elementary Kaylie McKinney 659-8130 632-3495
North Elementary Carey Beckley 896-8304 896-4018
Pioneer Trail Elementary Heather Bosch/ 632-3400 632-3420
Erin Barbour
South Elementary Taryn Trippensee 659-3185 632-3497
Thorpe Gordon Elementary Sarah Wilkinson 659-3170 659-3514
West Elementary Tonya Hagner 659-3195 632-3496
MIDDLE SCHOOLS
Lewis & Clark Natalie Eickhorst 659-3228 659-3209
Thomas Jefferson Teresa Fritz 659-3265 659-3259
HIGH SCHOOL
CCHS Lauren Hubble 659-3239
JCAC Wanda Holtmeyer 659-2510 659-2516
JCHS Christy Smith 659-3057 659-3153
JCHS Jennifer Rissmiller 659-3058 659-3153
JCHS Kathy Reinkemeyer 659-3059 659-3153
JCHS Michelle Helming 659-3106 659-3153
JCHS Jackie Rogers 659-3050 659-3153
JCHS Deborah Kremer 659-3060 659-3153
NCC Kelly Lane 659-3100 659-3154
NCC Tiffany Pleus 659-3106 659-3154
COUNSELING SECRETARY
Lewis & Clark Brenda Ruff 659-3224 659-8396
Thomas Jefferson Michelle Horn 659-3268 659-3281
CCHS Sarah Jones 659-3242
CCHS Melanie Gates 659-
JCAC Audrey Feely 632-3443 659-2516
JCHS Kenna Pridgin 659-3511 359-3207
JCHS Kim Baird 659-3099 659-3207
JCHS Dulce Stevens 659-3070 659-3207
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SCHOOL ATTENDANCE
Regular school attendance is important for various reasons.

e Missouri law (section 167.031 RSMo) provides that a parent, guardian or other person having
charge, control or custody of a child between the ages of seven and the compulsory
attendance age is responsible for keeping the child in school. The compulsory attendance age
is defined as either 17 years of age or the student having successfully completed 16 credits
toward high school graduation. Excessive absences may constitute educational neglect.
Attendance staff should check with the building principal to determine the procedures for
educational neglect situations and possible hotline calls to the Children’s Division, Missouri
Department of Social Services.

e Funding and revenue for operation of Jefferson City Public Schools (JCPS) is largely dependent
on student attendance. Each additional hour of attendance the district is able to collect
generates approximately S5 in state aid to the district.

e Attendance data is audited annually by an independent auditing firm and results are reported
to the JCPS Board of Education and the public.

e Accountability and accreditation of JCPS is evaluated by the Department of Elementary and
Secondary Education based in part on the student attendance rate.

STUDENT ATTENDANCE

For details on student guidelines for attendance procedures and processes, please refer to the
appropriate building level student handbook.

TEACHER ATTENDANCE REPORTING

Teachers will use the Attendance section under the Instruction tab in Infinite Campus to enter
attendance for students in their classroom. Instructions on reporting attendance can be found in
Appendix A.

e Elementary teachers are responsible for reporting daily attendance for each student at the
beginning of each school day. Students check in and out at the school office. The school
secretary adjust the attendance codes entered in Infinite Campus to reflect attendance
accordingly. Attendance is not reported by Art, Music or P.E teachers.

e Secondary teachers are responsible for reporting period attendance for each student.
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SUPPORT STAFF RESPONSIBLE FOR ATTENDANCE

DAILY RESPONSIBILITIES

Support staff will monitor that teachers are taking attendance by using Classroom Monitor in
Infinite Campus. See Appendix B for detailed Classroom Monitor instructions. If attendance
has not been taken, each student in the period will show as red in Infinite Campus.

When a substitute teacher is used, a paper copy of the roster can be used for the attendance
and support staff will need to enter the attendance in Infinite Campus.

Check students in and out as they arrive and leave the building throughout the day.

All teacher-reported attendance must be verified by support staff by contacting parents and
entering appropriate attendance codes. Unknown status will show as yellow on the daily
attendance tab in Infinite Campus. These codes need to be verified by the end of the day so no
yellow displays on the daily attendance tab.

Support staff should review the previous day’s attendance to ensure each student has
attendance reported and review attendance codes for accuracy.

ABSENT STUDENTS

For students who are absent, an attendance code must be entered in Infinite Campus by the
support staff for each period. The elementary and secondary attendance codes to be used
along with an explanation of each code are located in Appendix F.

The Comments field in Infinite Campus should be used to provide explanation for the absence.
For example, entering the sign in and our times shows when the student left, how long the
student was gone, and when the student returned. For guidelines on entering comments, see
Appendix F or Appendix G.

ATTENDANCE CODES

An attendance code must be entered in Infinite Campus for every absence. This includes absences

entered by a teacher. Attendance codes are located in Appendix F.

TARDY vs. ABSENT

Absent: If a student does not come to school or attend a class, the student will be considered absent.

If a student misses half or more of a class, the student will be considered absent from that class

period.

Tardy: If a student misses less than half of a class, that student will be considered tardy.

PARTIAL CLASS ATTENDANCE

For students who miss part of a class, use the Tardy/Absent Part of Class Charts for each building

located in Appendix G to determine appropriate absence codes.

pg. 5



ATTENDANCE CALLS
e The phone call messaging system will automatically call guardians twice a day in grades 6-12%
grade:
o 10:00 am M-F

= Phone call is made if student has been marked absent by teacher in first block
class and guardian has not called to verify absence by 9:45 am.

= Teachers and attendance secretaries will share responsibilities to ensure the
phone calls being made by the system are accurate.

o Teachers need to ensure that attendance is taken at the beginning of
first block. Timely and accurate attendance reporting is essential for
accurate messages to guardians.

o Attendance secretaries need to verify any attendance that has been
reported by 9:45. This ensures guardians do not get notified about an
absence they have already reported to the school.

o 7:00 pm M-F
=  Phone call is made if Student has one or more periods marked as “Absent
Unexcused” due to lack of verification by guardian during the day. This phone
call will list period missed.
= Teachers and attendance secretaries will share responsibilities to ensure the
phone calls being made by the system are accurate.

o Teachers need to ensure that attendance is taken at the beginning of
first block. Timely and accurate attendance reporting is essential for
accurate messages to guardians.

o Attendance secretaries need to verify any attendance that has been
reported. This ensures guardians do not get notified about an absence
they have already reported to the school.

e Attendance secretaries will still need to make personal phone calls for any absences that occur
between the 9:45 phone call and end of the school day to attempt to verify all other
attendance records for the day.

IN-DISTRICT TRANSFER ABSENCES

If a student transfers from one JCPS building to another, but does not start at the new school building
the next school day, the school the student has attended must carry the absences until the student
begins attending in the new school.

EXCUSED vs. UNEXCUSED
Excused: Absences are considered excused unless there is no confirmation of the absence.
Confirmation means the absence is reported by a parent or legal guardian or paper documentation is

provided regarding the absence

Unexcused: Staff has been unable to obtain the reason for the absence and/or the parent/legal
guardian does not know why the student is absent
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DOCUMENTED vs. NOT DOCUMENTED
Provision of documentation has no bearing on whether the absence is excused. Both documented and

not documented absences are excused absences.
Documented means:

e Documentation from appropriate licensed professionals or their offices such as doctors,
dentist, mental health providers

e Court appearance document

e  Obituary

ATTENDANCE LETTERS TO PARENTS/GUARDIANS

e Elementary: Excessive absences have consequences for the first and second offenses. Absence
and Tardy letters are generated at the end of each month in Infinite Campus by using the
Letter Wizard. Please refer to Appendix H for documentation on how to run these letters.

= The first offense is written notification of concern by the building principal
= The second offense is a second written notification of concern by the principal,
principal/parent conference, or written notification of case referral to a Family School
Advocate.
= Days of absence which generate these offenses are:
o 3 days of absence or tardy by the end of September

5 days of absence or tardy by the end of October

7 days of absence or tardy by the end of November

8 days of absence or tardy by the end of December

10 days of absence or tardy by the end of January

12 days of absence or tardy by the end of February

13 days of absence or tardy by the end of March

o 16 days of absence or tardy by the end of April

e 17 days of absence or tardy by the end of May Grades 6-12: The four, six and eight day
attendance letters are generated each day in Infinite Campus by using the Letter Wizard.
When students reach their 4™, 6" & 8™ absence, regardless of the reason/s, an email should
be sent to truancy@ijcschools.us. Also, after the 6™ and 8™ absence, a record needs to be
entered into the Attendance Documentation tab. After receiving an email notification on
the 4 day letter, the Secondary Office will review the reasons for the absences and then
determine whether the Juvenile Court Administrator (JCA) will send an absence letter along
with the District letter. After receiving an email notification on the 6 day and 8 day letter, the
Secondary Office may refer the student to Truancy Court. The 20 calendar day absence letter
(sent to parents as notification their student has been dropped due to non-attendance) is also
generated in Infinite Campus on a daily basis by using the Letter Wizard.

O O O O O O

ATTENDANCE DOCUMENTATION TAB

e Created to track steps taken by the buildings for students who have missed too much school.
This was created in conjunction with new attendance procedures to improve and expedite
action steps.

e Building are expected to update this tab any time an action step is taken regarding a student’s
attendance.

*See Appendix L for detailed instructions, including exceptions for students with IEPs.
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STUDENT DROP FOR NON-ATTENDANCE

Students who are absent more than 20 consecutive calendar days will be considered withdrawn and
their enrollment end dated. CAUTION: Print the period detail attendance report prior to end-dating
the enrollment. See Appendix L for detailed instructions, including exceptions for students with IEPs

e At the elementary level, secretaries should run the period detail attendance report for the
student and upload it to the Attendance tab in Infinite Campus.

e At the secondary level, secretaries should run the period detail attendance report for the
student and upload it to the Attendance tab in Infinite Campus as well as enter any document
any communication attempts on the Attendance Documentation tab. Please reference the
section on attendance letters that reference the procedure prior to dropping a student

e Ensure absence codes are appropriately entered in Infinite Campus for each day of the
student’s absence

RESIDENTIAL CARE/REHAB vs. RESIDENTIAL CARE/REHAB WITH SERVICES

e The code used for residential care/rehab with services provided is used when a student is
receiving in-patient treatment with services being provided by the treatment facility and not
claimed by another district.

o Staff should contact the Office of Student Information, Planning and Assessment for approval
prior to using this code.

0SS+

e Anytime a student is on an out of school suspension and is receiving educational services from
a school district employee with 5 or more contact hours (Prenger or Preferred Family).

e If astudent has an IEP please see the Homebound section below to determine enroliment,
schedule and attendance.

SUSPENDED STUDENT CLASSROOM

The attendance for students placed in the suspended student classroom will be entered by the regular
school attendance secretaries in the building the student typically attends. Suspended Student
Classroom teacher will inform the school secretary when student is not in attendance.

e Attendance code: SSC (Suspended Student Classroom)

TRANSITION CLASSROOM

The attendance for students placed in the transition classroom will be entered by the regular school
attendance secretaries in the building the student typically attends. Transition Classroom teacher will
inform the school secretary when student is not in attendance.

e Attendance code: TCA (Transition Classroom Absent) or TC (Transition Classroom)
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HOMEBOUND STUDENTS (Refer to Appendix N)

Students approved for Homebound instruction receive services at home or at a neutral site. The
following guidelines should be used for reporting Homebound attendance:

Initial Attendance Reporting
e Building-level attendance secretary Use one of the following codes to code attendance
through the End Date located in the Estimated total length of homebound services section of
the Homebound Instruction Request Form:
= H:Homebound
o Type of Application = Medical or IEP Placement
o Teaching Completed by = HB Neutral Setting or HB In-Home
= (0SS+: Out of School Suspended with Services - Student receives educational services
during the suspension period (either through the IEP process or by placement in
Prenger, Preferred Family, etc.)
o Type of Application = Suspension/Expulsion
o Has this student been suspended or expelled = Yes
e Attendance is taken in the manner described above, however, official attendance is calculated
in accordance with the Virtual Attendance guidance outlined in the Attendance Manual for the
appropriate school year for the two exceptions listed below. The H code is used as a
placeholder but not used in the official attendance calculations.
= The location of services is the ASP classroom at Jefferson City Academic Center. This is
only for students who are approved for Homebound and the neutral site is the ASP
classroom.
= Virtual coursework is the sole instructional method to be used by the student.

Attendance Verification
e The teacher providing the Homebound services will submit to the building principal for
approval. Once approved, the principal will give the Homebound Log Sheet to the attendance
secretary.
e The building-level attendance secretary will review the Homebound Log Sheet.
= If there are five hours of service in a week (Sunday - Saturday), no attendance
adjustment is needed.
= [f there are less than five hours of service in a week (Sunday - Saturday),
o Record the ACTUAL Homebound hours from the Total Hours column (on the
Homebound Log Sheet) as H:Homebound or OSS+:0ut of School Suspended
with Services in Infinite Campus for the week.

» This will not be exact, as attendance is taken on the school period
schedule, not actual minutes/hours; however, collect as many hours
as possible, without coding more than the total hours. For example,
the Total Hours = 4, but the school periods are roughly 56 minutes
each. Record the appropriate attendance code for 4 periods.
Although we will not collect the full 4 hours, under no circumstances
do we want to collect more minutes/hours than the Total Hours.

o Record all other periods/minutes as HA: Homebound Absent or OSS: Out of
School Suspension, as appropriate.
e Special Services office will provide the SIPA office with the homebound teacher’s payroll
exception reports to verify homebound student attendance.
e Please refer to Appendix N for additional documentation on Homebound
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PRENGER

e In-District: Initial attendance will be marked by the classroom teacher. Attendance will be
verified by the school secretary.

e Qut of District: Initial attendance will be marked by the classroom teacher. Attendance will
then be verified by the Office of Special Services.

e Resident students who attend JCPS schools: attendance will be marked by the regular school
attendance secretary.

e For detailed documentation, please refer to Appendix I for Prenger Center Students.

PREFERRED FAMILY

e In-District: Initial attendance will be marked by the classroom teacher. Attendance will be
verified by the school secretary.

e Qut of District: Initial attendance will be marked by the secondary teacher. Attendance will
then be verified by the Office of Special Services.

e For detailed documentation, please refer to Appendix J for Preferred Family Students.

VIRTUAL ATTENDANCE

The district uses the E2020 program for its virtual coursework. A teacher monitors and scores the
coursework as the student progresses. Please refer to Appendix K for documentation enrolling and
scheduling virtual and online learning courses.

e The following range will determine the amount of attendance the district can claim on a
student taking virtual courses.
o 100% Course Completion =94% attendance claimed
o 50-99% Course Completion= 47% attendance claimed
o 0-49% Course Completion= 0% attendance claimed
o Students completing E2020 course work during the regular school day under the direct
supervision of a certified teacher will be rostered to a Study Skills, Jay Time, or Cavalier
Time class in the school calendar.
= Attendance will be taken during class time via this course
o Students completing E2020 courses work outside of a designated classroom will be
rostered into one of the following courses.
= 8000 E2020
e Attendance is tracked through this course
e There are no grades linked to this course.
= 8002 E2020-Homebound
e Attendance is tracked through this course if student is on homebound
and not exclusively working on E2020. Attendance is not tracked
through this course if the student is exclusively working on E2020;
student attendance gets calculated based off virtual attendance rules
e There are no grades linked to this course.
= 8003 E2020-Virtual
e No attendance is tracked through this courses, students attendance
gets calculated based off virtual attendance rules
e There are no grades linked to this course.
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= 8004 E2020-Prenger
e Attendance is tracked through this course if NOT enrolled at JCAC ASP.
If student is enrolled in JCAC ASP, attendance gets calculated based off
virtual attendance rules
e There are no grades linked to this course.
= 8005 E2020-Preferred Family
e Attendance is tracked through this course if NOT enrolled at JCAC ASP.
If student is enrolled in JCAC ASP, students attendance gets calculated
based off virtual attendance rules
e There are no grades linked to this course.
= 8006 E2020-SSC
e Attendance is tracked through this course if NOT enrolled at JCAC ASP,
, if student is enrolled in JCAC ASP students attendance gets calculated
based off virtual attendance rules
e There are no grades linked to this course.
e Students attending the After School Program (ASP) at JCAC are enrolled into a non-
instructional calendar and scheduled into E2020. All attendance in this calendar is collected
using the Virtual Attendance Calculations above.

FLEX PROGRAM
e Students receive credit based on DESE established criteria, including evidence of employment
(i.e. hours submitted and monitored by supervising teacher). If a student misses an entire day
of school, the hour they are scheduled to the FLEX Course should also be marked absent.

SENDING SCHOOL STUDENTS

e [f asending school student is no longer eligible to participate in a career center course due to
repeated absences, print a report of the student’s attendance and upload it to the student
attendance tab. The student’s enrollment should be end dated as of their last day of
attendance.

ATTENDANCE RECORD RETENTION

e When students transfer out of the district, attendance staff should run the period detail
attendance report and upload it to the Attendance tab in Infinite Campus.

e Current year sign-in/sign- out sheets are to be kept for the current school year plus the
following school year. The sheets for the preceding school year can be purged after November
1 of the following school year.

e Excuse notes can be kept in a “Notes” folder in the student file and can be purged after
November 1 of the following school year.

e Monthly tracking attendance letters and attendance reports should be uploaded into the
student’s digital cumulative record in Yellow Folder under the Attendance Folder and not
purged.

e Caller reports, which are reports of calls made when students do not show up, are to be kept
for the current school year and purged after November 1 of the following school year.
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QUALITY ASSURANCE

To ensure there are no discrepancies between the enrollment/schedule start date and
attendance, support staff should compare the enrollment/schedule start date with the
attendance reported. If the dates do not agree, the attendance should be changed to agree
with the enrollment/schedule start date.

=D I | 13%

| Flags | [

1 (B Print Enroliment History ) New _] New Enrollment History

Enrollment Editor
de

ipt | Cred:

Verify if the student's start date is AFTER the first day of school that

oo F Ti-12 Thomas Jefferson Wiagie

Table - Group by Course (All Terms)

Term T1
(08/15/13-10/16/13)
Weidinger, Claylon , Team: Team 4

m

S8 Russell, Chang-nee
Rm: 8302

a
Start 0819/2013

—TTHom
Meador, Brittany , Team: Team 4
Rm: 53

Start 081812013

Clsummary | Enrollments | @ Schedule | { Attend
~ (“jDisplay Active Cd

4121A-6 Physics First (Day A (MAV/F), B (TITh), LS)

b1 (Day A (MANIF), B (T/Th), LS}

OTS English | (Day A (MAVIF), B (T/Th), LS)

Huhmann, Ar

BEO. @
Luebber, Jill, Team: Team 4
83

Start 08/10/2013

722151-13 Comp ApR | (Day A (MAWF), B (T/Th), LS)
ian

Rt (Day A (MMVIF), B (T/Th), LS)

i ITvpe | Colendar I | End Date
b 13-14 Simonsen Ninth Grade Cen 081972013
i‘ Start Status: R101 Remained: Advanced
08 F 7513 Thamas Jefierson Midfie 081612012 06/21/2013
Start Status: R101 Remained: Advanced
End Status_R001 Remained. Advanced
0818720171 G5/Z1/2012

the schedule reflects the start date and there are no attendance
records listed for the days a student was not enrolled.

If attendance records exist, contact the counseling secretary to
correct the schedule start date to match the enrollment start date.
Once this is done the attendance records should be removed.

e

2 I | o I

| Flags | [A'Grades | Transcript | Credit Sus

_] New <3 Period Detail <3 Daily Detail

Term T1 08/15/2013 - 10/16/2013
Instructional Days: 43 Present Days: 41

Term T2 10/17/2013 - 12/20/2013
Instructional Days: 43 Present Days: 43
ZH 123 4 56 ADV 7 8 AS/T

Absent

0 0000000 000 0
Early Release |0 |0/ 0/0/0000 000 0
Tardy 0 (0000000 000 0

When a student has a single period absence in the middle of the day, staff should confirm the
teacher was present. If accurate, comments are to be entered for the time the student arrived

and left.

In this example there is a gap in the attendance codes. Verification needs to be made that this is accurate by checking that
attendance codes used accurate and the appropriate comments have been entered.

TR 12 |

KM:A-D. e Wt ae

| Details Cwmaar =i s

seawaes | 10
Mo’ 10 |
T v "

oviaas 12 |

Wlee T3 1" li

A paily Attendance ]
& save

Attendance Information
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mmm —
**Not Scheduled

—~—™

P
ik E
ERED: Earyy Rel ease Excused Documented o) R E 0 9:715 AM gianggdoutfor an grhg appl
AEDr: Absent ExcusedDocu'neriedDoctm/Den'i\st 2TA E 0
“ TED: | ardy ExcusedD a by, £ = 0 10:18 NArgfd wexcuse from Kenneth Rowan Qrihodg,
= >
BB 2 [ |
v o] | N o
I'S | s:schoolactivity 2 P E o0

AAAANANNARAAANANANS
A8 NotScheduled
| FRDown |

**_Cannot record attendance, Studertis notscheduled or course doesrlake attendance

1

In this example there is a gap in the attendance codes. Given that the student is on suspension and the student is

scheduled to the ADV period, an attendance code needs to be applied to that period.
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SUMMER SCHOOL

Refer to Appendix M for information relating to summer school attendance.

Courses Mot Allowed: LEAs may NOT count the following in their summer school attendance and
may not be included as part of an approved summer school program:

Athletic practices Body conditioning waightlifting Gymnastics
Team sports Swimming lessons Cheerleading clinics Recreation programs
Tuition -based activities Study hall Computer camps Tennis
Fee-based activities PE classes w/no credit Band/vocal/instrumental Community-based,
[schoaol or provider) towards graduation music practices or camps public, private or ather

non-academic programs
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&Missouri

—
i DEPARTMENT OF ELEMENTARY & SECONDARY

E D U CAT I O N Dennis Cooper, Ed.D. « Assistant Commissioner

Office of Quality Schools 205 Jefferson Street, P.O. Box 480 « Jefferson City, MO 65102-0480 « dese.mo.gov

SUMMER SCHOOL QUICK REFERENCE & REMINDERS

SUMMER SCHOOL HANDBOOK: From the DESE website, download the most recent copy:
http://dese.mo.gov/divimprove/sia/summerschl/SummerSchoolHandbook.pdf . The summer school
coordinator/director needs to be familiar with this resource guide.

APPLICATIONS: The deadline for your summer school application is JUNE 1.

Fax three (3) signed copies to: 573.522.1759 or

Mail three (3) signed copies to: School Improvement, Missouri Department of Elementary and
Secondary Education, PO Box 480, Jefferson City, MO 65102-0480

SUMMER SCHOOL REVIEW CHECKLIST & FINAL APPROVAL FORM
http://dese.mo.gov/forms/M05002086.pdf Sign and MAIL the completed form no later than

August 15 to: Missouri Department of Elementary and Secondary Education, School Improvement, PO Box
480, Jefferson City, MO 65102.

The Department will conduct a follow-up before final approval.

MOSIS: Your Course assignments and student assignments must be submitted through MOSIS
no later than JUNE 30
- KINDERGARTEN: Students that will be in Kindergarten this fall should be reported as
KINDERGARTEN on your summer school student assignment with MOSIS
- ASSIGNMENT OF GRADE LEVELS: Remember summer school is considered the beginning of the
2013-2014 SCHOOL YEAR. They should NOT be reported as PK. Students should be shown in the
grade level they will be assigned to this fall. Students receiving high school credit should be reported
in the class the credit is given.
- COURSES PROHIBITED: These courses are specifically prohibited for summer school
reimbursement:
=  Athletic Practice/ Conditioning 086020
=  Body Conditioning 086025
= Summer school PE that does not count as credit toward graduation is not allowed when
calculating ADA. Activities such as band camps, sports camps, sports practice, band
practice, cheerleader camps, study hall, etc., shall not be counted for summer school
membership and attendance for state aid purposes.

TEACHER CERTIFICATION: Teachers should be appropriately certificated for the grade and content
they are teaching during summer school. Please review carefully the guidelines on PAGE 4 of the
Handbook. NOTE: AS LONG AS THE TEACHER HAS A VALID TEACHING CERTIFICATE YOU WILL BE
PAID FOR THE STUDENTS ASSIGNED TO THIS TEACHER.

If you have questions or need any information regarding summer school, please email or call: Dale
Wimer | Supervisor | School Improvement | 573.751.3190 office | 573.522.1759 fax
Dale.wimer@dese.mo.gov



http://dese.mo.gov/divimprove/sia/summerschl/SummerSchoolHandbook.pdf
http://dese.mo.gov/forms/MO5002086.pdf
mailto:Dale.wimer@dese.mo.gov
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Teacher Attendance =

Student attendance defaults to a Present status. It is the teachers responsibility to take
mark the attendance for students that are Absent or Tardy to their class each day.
Below you will find TWO different ways to take attendance in Campus Instruction.

Campus Instruction > Control Center > Attendance

The Control Center is the default home page for Campus Instruction. Sections that need attendance taken will
be indicated with a RED dot and outlined.

Control Center

17-18 Jefferson City High Scho

Control Center
SECTIONS ATTENDANCE ASSIGNMENTS
! ® Take Score
Government (4)
2 S
Planning Time core
Si
. re
Learning Center Intervention o
N ® Tak Si
e core
AP US History (3)
5 @ Take Score
AP US Gov Politics (2)

Selecting the Take button will display a window to the left with the roster where attendance can be taken and
comments can be entered.
e A roster of student appears with three columns, P (Present), A (Absent), and T (Tardy). If a student is
absent or tardy, select the correct letter next to the student’s name.
e If the secretary has already been notified that a student will be absent or tardy, an attendance record
might already be placed in the student’s record. You will not be able to change this.
o Then click Save.
NOTE: If the roster is not correct contact the office secretary.

Control Center American & British Literature

STUDENT STATUS

Student, Andrew ﬂ AT

17-18 Harrison High

SECTIONS ATTENDANCE ASSIGNMENTS

Student, Bree ()

1
19/20

AP Literature o

Studon, Brooko J ﬂ AT
3 ® 1719
English 10 (12)

Student, Jordan E PooA LT
4 A Comments
American & British @ Toke Score (1)

Brought note from previous class.
Literature
6 ® Tak Score (2)
re

English 10 (13) e

‘Comments

Close
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Campus Instruction > Attendance

Under the attendance section the number of periods where you need to take attendance display in an orange
notification on the Attendance Menu.

ng;,%@’ ~ Campus Instruction | Kailey

Message Center Period 2

g

i

Planner Seating Ch

Grade Book 316251-2 Algs

Students: 14 &
Attendance [ 3]
"

Roster

12

Cmnbinn Aok

To take attendance in different classes, select the period at the top of the page. When you save attendance for a
period, a checkmark displays next to the period and the orange notification next to the Attendance Menu.

WE'L';‘%'J | Campus Instruction ‘ Kailey

Planner Save Seating Chart %
Grade Book 316251-2 Algebra Il

Students: 14 & 14 o o Exc
Attendance [ 3]

" g

Dartar

A roster of student appears with three columns, P (Present), A (Absent), and T (Tardy). If a student is absent or
tardy, select the correct radio button next to the student’s name.

NOTE: If the roster is not correct contact the office secretary.

Period 34 - 38 | Period 48 |

316251-2 Algebra Il

Students: 14 & 13 1 o Excuse Comments

"

-]
H
H

12

H N
g H

10 .

12

-]
H
H

" P

H
I

Once you mark a student absent or tardy, you can enter a comment. The secretary will see this comment when
they go to verify the attendance.
- =R

316251-2 Algebra Il

Students: 14 & 12 Excuse Comments

H_‘
HJ

" P

=
H =
g H

=]

L]
H
H

a7

Late to class with ne note

zl=
i ‘H
HH-1

|
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If the secretary has already been notified that a student will be absent or tardy, an attendance record might
already be placed in the student’s record. You will not be able to change this.

316281-2 Algebra Il

Students: 14 & 13 1 ] Excuse Comments

11 - Mom called, student is sick

Once all attendance has been taken, click Save.
Y ooz

Excuse Comments

- Mom called, student is sick
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Classroom Monitor

ok

2
N

S

a——

The Classroom Monitor shows which teachers have recorded attendance for a course s
ection during the appropriate period. In addition, the Classroom Monitor allows the atte
ndance clerk to rapidly enter attendance for teachers or substitute teachers if they

are provided attendance via a roster or other list of students in that section.

1) Select the upcoming Year,

" Campus

School, and Calendar

[@ | vear | 1212 [+] School | Lewis & Clark Middie School

| Index | Search Help |

[H] Kaiey Leesman
@ (€} Student information

» [07/09/2013)
Infinite Campus Upgrade
An upgrade was applied to Infinite Campus on 7/9/13. Feel free to emay

Py P p—

uP——

2) Click Attendance > Classroom Monitor

Index | Sear:h  Help |

[4] Kailey Leesman
+ €3 Student Information
# 3 Instruction
+ @, Census
+ £ Behavior

+ Health
~ X Aftendance

-=4 Altendance Letters

aily tendance
+ _] Reporis

+ Scheduling
+ Fees
+

| [A¢ Grading & Standards

1

o e aald

{
J

3) The date will default to the current date. If the date needs changed to a different date, enter the date

and click Refresh.

Bl Classroom Monitor
« This tool monitors classroom atendance.

|
i

Date: 03/12/2013 73] &

i [Teacher Dept | Contact

. . Pas
- - -

=
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4)

The Classroom Monitor lists all the primary teachers in the building along with the two periods they are
scheduled. If the teacher has taken attendance in the class, the Classroom Monitor will display Green

for the section. If the teacher has not taken attendance, the section will display in Red.

This to0l monitors cla:sroom alendance

Date: 0312201375 | Fefresh D incompite Teacher Amengance 7| Primary Teachers Only Refrashed 033113 PM

| Teacher Dept Contact HR 12 ® 2a Teacher 3Ja 3 a

v Music ) 1 | #5051 (1576 has taken 21(67) 78101 (1919) 67226 (1314) 65041 (439)
Languae Ats & 79995 (2526) [7100.5 (25:26) 1100. attendance 7500.5 (2627) 7500.5 (6:27)
Soence o 69997 (2527) Wmm In this class 5 (24/25) 6250.6 (24125)
Social Sudies &4 79992 (24727) [7400.1 (26/28) 1400-1 (26:28) 7400 mw_{m 75003 (-27) 75003 (127)
Socal Judies &4 Mmuumn 400.9 (2325) 11 (21/21) 8400-11 (21/21] 8500-11 (17/19) 8500-11 17/19)
Saence ] 87208 (15/5) 87206 (12113) 771210 (16:16) 779212 (-420) 6716-10 (16/17) 6716.12 18:19)

; Saence ¥ — 24/25) £300.9 (2425) 6300, 11 (23725) 625010 (-/25) 625010 (-125)

| Mathemancs ] 899912 (23/24) 3; M) B 820011 (18:21) 8200-11 (18/21) 8250-10 (2525) 8250.10 2525)

) has NOT 98071 (414) 98073 (1) 98063(2)

Soence ] 799911 (./25) 7300.9 (24125) 1300.9 (2425) 7304 trken 27127) 725010 (27027) 725010 27727)

! A 854 nendance 77066 (151416) T706.3 (14115) 6710.9 (12113) 6710-11 19/22)

; Mathemabcs o4 89991(2022) 8200.1(2022) £200.1 (2022) in this class $200) (19/20) 8200-3 (1920) 8250.2 (27/29) 8250.2 (7/29)
Social Quaies 54 v 799910 (24/25) 7400-9 (2425) 1400-9 (24125) 7404 ——iwm 750011 (-427) 750011 .227)

! Languaje Arts oA S 79993 (2327) 71009 (25/27) 1100.9 (2527) T100.11 (2625) 7100-11 (252%)

7500.9 (2628) 7500.9 (6/28)

! Mathematics A @ 699012 (.726) 6200.9(-726) (200.9(-26) 6200.11(.15) 6200.11(-/25) 625012 (.125) 6250.12(.-12%)

H Languaje Arts o 79991 (23/26) 7100-1(-425) 1100-1(-425) 7100-3(2416) 71003 (24/126) 7500.1 (2527) 75001 (:527)

Languaje Arts P | 69991 (2324) 6100-1 (24/24) 6100-1 (24/24) 6100-3 (2426) 6100.3 (24/26) 65001 (24/26) 6500-1 (24/26)

L Sdence B @ 8726.7 (2315) B726.5(20/20) 77225(22/23) T722-7(27/28) 6726.5(21/25) 6726-7 (423)
Science 4 89993 (19/22) 8300-1 (18722) §300-1 (1822) 83003 (23/23) 8300-3(23/23) 82504 (16/19) 82504 ('6/19)
Socal Sudies ) 69993 (-/26) 6400-5(-426) 6400.5(-J26) 6400.7(-42f) 6400-7 (-i26) 65007 (-424) 6500-7 (424)

" Encore
Laﬂ’uﬁe‘:{!ﬁ-’

;-

87204 (20120) 8720-2(12113) 77122 (1516)

B

= .
5.5, 89993 (2325) 81003

(gz_fpuwo.s (2223)

77124 (20122) 67166 (17117)

67168 (%619)
810011 (21722) nwﬂ!y@_cm (2325) 85009 (5_3?3)-_,

e e S S A S e, e S g s Sy it P

5) To narrow the list to only view primary teachers, select the Primary Teachers Only check box.

'_

This tool monitors classroom aftendance

Teacher Dept
Music

[N e

jComncti——
o

1a 1

8601 (15116) |
o-'A.u.:‘...- Janaagesas, A, 11895 2526) 11005025261 7100-5 /2528071047 (2526). JAPORL252P). o o sessrmamt

2a 2b

1
I
|
H
. Date: 03/12/2012™%) | Refresh | e Inconplete Teacher Altendance 7! Primary Teache's Only | LastRefreshed 0331:13PM
|

3a
76021 (67)

e, VLD

6) To view a report of all teachers who have not completed their attendance, click on the Incomplete

Teacher Attendance print icon.

_

Date: 03/122013™

Teacher Dept

i
|
|
!
|
I W Music

This tool monitors cassroom atendance

Contact| HR
-~ |

1a 1

: [ | 86061 (15116)
..-a....:....;annuaw..\d. el D895 2526). TA00-5.12502617100-5 /2502602107 (2526) TAMZL526). o sssn st

| Refresh | Ie Inconplete Teacher Alondanccl < Primary Teachers Only  LastRefreshed 03:3113PM

2a 2»

R PO

3a

76021 (67) |

7) If a teacher has not taken attendance, contact needs to be made with that teacher to make sure they
take attendance. If the Contact column has an envelope and you have Outlook Client set up as a default
e-mail account on your computer (not the web-based version), the teacher can be directly e-mailed by

clicking on the envelope. If you do not know if you have Outlook Client set up, e-mail the Technology

department.
f Classroom Monitor
1
This 100! monitors classroom attendance i
L
Date: 03/12/2012™% | Refresh (=] Incomplate fndml’
| | Teacher Dept Contact HR 1
i Music ¥ ] 3
Language Arts > 9985 (2526) 7
Soenct 7(2527)
Bt e o o SPGRGL q___;;mm‘:mi
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8) Ifthere is a substitute for the teacher that day and you have a paper attendance sheet, attendance can

be entered straight from this screen by the Attendance Clerk. Click on the section that attendance

needs to be taken.

This tool montors classroom att:ndance. !

Date: 0312201:75| [ Retresh | & incomplete Teacher

feacher

N

Dept [Contact]  HR {
Music ] | }
Language Ats | B4 7999.5 (25/26) 71
Science (84 |6999.7 (25127)
Social Studies | & 7999.2 (24/27) 7400,
Social Studies |4 8999.10(24/26)
Science =] -
Science |54
Mathematics S

%

9) Awindow will appear over the Classroom Monitor. Mark attendance and attendance comments for the

students who are not in class and click Save.

P A T xcuse Comments

24111

10) After the attendance is saved, the section will turn from Red to Green showing that attendance has
been taken for the class.

This tool monito's classroom attendince.

M
Date: 03/12:2013%] @ incomplete Teacher Aten

v

Dept

Misic
[Language Arts

Scence

' Cantact|
X .
&4 |7999.5(25126) 71
5\ |6999.7 (25127)

Social Studies

[Social Studies

Scence

Sdence

Mathematics

K K ©|K K K
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Daily Attendance "

Once the attendance has been taken by the teachers (verified by the classroom monitor),
the Daily Attendance page can be used to verify student attendance taken by the
teachers. The Daily Attendance tool displays student attendance events (absences or
tardies) for a given day. From here, individual student attendance can be processed.

1) Select the upcoming Year, School, and Calendar

Campus

1

{

!

r

[ | vear [13-14 [+] School | Lewis & Clark Middle School ] calendar | 13-14 Lewis & Clark Middle Sch | || §
Index | Search | Help | LASINICT NOTICES |

) « [07/09/2013] 1

(] Kailey Leesman Infinite Campus Upgrade {
=6 St”d&m_lnfurmﬂm" An upgrade was applied to Infinite Campus on 7/9/13. Feel free to ema_ih
EIEEP EN LT P RS A e P R

2) Click Attendance > Daily Attendance
Index | Search Help |

(] Kailey Leesman

+ (#7) Student Information

+ £ Instruction

4 @) Census

+ B3+ Behavior

+ “|" Health

=l 4% Attendance
TR e Letters

=4 Attendance Wizard

3) Daily Attendance displays the current date by default. To view attendance from another date, enter the
date in the Date field or select the calendar icon.

1

HMih Attendance I l
‘ & summary Report & Caller Report
Nailv Aftendance
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4) An Ad Hoc Filter can also be applied to narrow your list of students that display. An Ad hoc filter can be
selected that contains students in a particular section, participating in a particular program or involved
in after-school activities. When selected, only those students included in that filter who have attendance
entries for the entered date display on the Daily Attendance editor. Select the Ad Hoc Filter drop down
and choose the filter from the list.

[{ paily Attendance | i
& summary Report &) Caller Report

'- Daily Attendance
Uninown Bxcused Unexcused Exempt

Date: (3112/2013 (75|

Mote: For
additional
section detail

1
|
|
l
i Day: Tuesday - Period Schedule: Red hover over a
|
I

period in the
rid below.

Ad Hoc Filter |L]
Semester Code Exception Heport

Sending School Students
x.how e Players
|De1a||s; Y Simonsen &JCAC Teahcers D --

5) The attendance records are color coded based on the type of attendance code that has been placed on
the record. All records in indicate that the attendance information was entered by a teacher
and needs to be processed/verified by the attendance clerk. All attendance should be processed at the
end of the day; no records should be left in yellow.

Select an attendance record to verify or edit the attendance on a student. Once the attendance has
been saved from this screen, the record will populate as green or red based on the attendance code
applied.

| { Daily Attendance |
5 summary Report () Caller Report

Daily Attendance
*|Date: 03/12/2013 7| Note: For
. additional
. seclion detail
! |Day: Tuesday - Period Schedule: Red hover over a
i period in the
grid below.

Unknonn Exbised Unexaised Exempt

* | Ad Hoc Filter

Number Grade HR 1a 1b 2a 2b 3a 4a

1 \azer Time 6 - 605 - 0 | Marked by sl %
P [Apaily Attendance |
B save
Attendai. ce Information
Date: 031212013

-

HR | AEN: Absent Excused Not Documented Absent w 0 Signed In at 8:15 am|

IREARREREREREAE] K

58888054

Fill Down ][ Clear ]

**=Cannot record attendance. Student is not scheduled or course doesn't take attendance
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6) The attendance record will change from yellow to green, red, or gray depending on what attendance

code is applied to the record.

BDaiIv Attendance |
&% summary Report £ Caller Report

Daily Attendance
Unénown Excused Unexcused Exemet

Date: p312/201375|

Mote: For
additional
section detail
Day: Tuesday - Period Schedule: Red hover over a
period in the
grid below.

Ad Hoc Filter

Number
Details
Details e sem s adeidh

Details - - saeehibie

Details sesms it i R s

Details e

Details sesassn  feisnees -

Details #ie i sm - 4 o T 7 T 1T | [ T
Details S S

Details #mevimten.  Siminm - +aaon
Details #waiisn  dsns. il
Details = s e  — B !

Daily Attendance Report

The Daily Attendance Summary Report displays the attendance events for each student and period for the day
entered on the Daily Attendance Tab. An explanation of the codes describing each attendance event appears at
the end of the report. Homeroom teacher, when used, appears below the student's name. This report displays
all attendance entries for the day, including those with an Unknown excuse and those that have been processed
by the attendance office.

1) Click on Summary Report to get a print out of the day’s attendance.

Day: Friday - Period Schedule: 1 over a peri

Ad Hoc Fitter -

Student

Page 3 of 4 Office of Student Information, Planning and Assessment Created 7/19/13

Details Everheart, Keja Monay 5703954
Details Ferrell, Eric Dewayne Michael 9711807
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2)

Period

Grade Student Number 1 2 3

08 Ev ’ 500 e t

Comment: Signed in at 8:06am - unexcussed ct

09  Femall Fitn Dwnne Wit S50 0007 U U u

08  Hamgiun  Jarsfion St snptie SIS U U u

09 Hasd  Jewiien Austline Lo S Y] U U

09 Proipe & Sl *Sanfians it A

08  Ritwwtis Wil Shaghes iy A A A

Comment: Called mom -ill ct

07 Rl S Wale fpe vies U U u

09  Swilth O Jeten ULt U U U

08  Thsmae %o Latbaie il e A

07 Waikew Sy Panline Ao winesint A A A

Comment: ill - dad called ct

08 Wanan g - L ahh A A A

Comment: ill - grandma called ct

09 Wy Femmne L MO A

Attendance Code Legend:

A: Absent t: Tardy U: Unexcused
Caller Report

The Summary Report will give you a print out of the daily attendance tab

12-13

Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:52:39 PM  Page 1 of 1

Daily Attendance Summary Report
Date: 6/8/2012
Report generated for Twehous, Cheri

The Daily Attendance Caller Report can be run to generate a list of students whose parents/guardians may need
to be contacted to determine the status of the attendance event. Contact information displays along with the
details of the attendance event for each student. The Caller Report displays attendance events on the entered
date that have a status of Absent and an Excuse type of Unknown.

1)

Click on Caller Report
[ Daily Attend
Il

.% Summary Repo
Day: Friday - Period Schedule: 1

Daily Attendance
Date: piai2012

|Unexcused Exempt Note: For additional

section detail hover
over a period in the
grid below.

Ad Hoc Filter o

2) The Caller Report generates a list of students whose attendance has not been verified and will display

Page 4 of 4

parent/guardian contact information.

12-13
Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:49:06 PM  Page 1 of 1

Attendance Caller Report

Date: 6/8/2012

Report generated for Twwehous, Cheri

Period

Grade Student Number 1 2 3
09 Pheits s I 9803771 A

Fws wvifer Mother  Home: (573)6 " Work: (573)6% Cell: (573)6% =

Py Father Home: (573)6+ Work: (573)8¢
08 Tlossi - 9808783 A

Trsae LA Mother  Home: (573)6 % 0 email: ek @embargmail.com
09w o 341428403 A

Wes Bemy Mother Home: (314)430 0% Cell: (314)4%% % email: i @yahoo.com
Attendance Code Legend:
A Absent t Tardy U: Unexcused

st -

L.MM&.._ e s b
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Attendance Wizard o=

The Attendance Wizard tool allows the attendance office to quickly create or change
attendance data for a group of students using a variety of modes.

1) Select the upcoming Year, School, and Calendar

Campus

[ | vear [13-14  [+] School | Lewis & Ciark Middle School [=] calendar | 13-14 Lewis & Clark Middle Sch [« |

PR P

LHSTICT NOTCes

Index | Search | Help |
o [07/09/2013]

bt
.

(@ Kaley Leesman Infinite Campus Upgrade
Iﬂﬁ St”f&"t_lmrmam" An upgrade was applied to Infinite Campus on 7/9/13. Feel free to emai

2) Under the Index Tab click on Attendance > Attendance Wizard
Index | Search | Help | 3

[__ﬂ Kailey Leesman

+ (f Student Information

# £ Instruction

@ Census

+ ¢ Behavior
8" Health

+ | ]) Reports

%’ Scheduling

Fees
3) Follow the steps through the wizard:
1. Attendance Date: This date will default to the current date

1. Attendance Date: 0312/2013 H

+|
+|

2. Mode:

NOTE: Information on how to use each of these modes is located on step 4.

a. Daily: records attendance for the entire day using a single attendance code for an individual
student or group of students.

b. Period: records attendance in the current period for an individual student or a group of
students.

c. Edit: allows an existing attendance record to be modified with a different attendance code or
different comments for an individual student.

d. Batch Edit: records attendance for a date range in the selected periods for an individual student
or a group of students. Students would be marked absent for the same periods on all
attendance days during the entered range.

NOTE: Do not use the Batch, Check In, or Check Out options.

2. Mode: (") Daily ) Period () Batch @ Edit () Batch Edit ;) CheckIn ) Check Out
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3.

Page 2 of 4

Students:

Use a combination or one of these search fields to search for students in the calendar to record
attendance. If nothing is entered in the search fields, a list of all students will appear.
e Enter any information in the search fields desired.
e Click on Search to pull up a student or list of students in section B.
e Click on the students’ names whose attendance needs to be recorded or edited to move

them over to section C.

e Click on the student’s name in section C to remove it from the list if they should not have

attendance recorded.

3. Students: A, search for Students

B. Select students to add to edit list C. Click on a student to remove from list:

C B Ca
| Last Name Cc I c | |C¥
First Name 2 1 g:
C
Grade v c f
SSN/PIN 2 G ;
C 1
Student # C
Aft Code ¥ g
Status/Excuse v l Ci
e
Course - Section - c
Period (: 1 » -
Ad Hoc Filter ¥ Select All

Daily: records attendance for the entire day using a single attendance code for an individual student

or group of students.

e Select the appropriate FULL DAY Attendance Code.
e Enter the appropriate Comment.

*NOTE: The comments will be applied to all periods and all students selected in the step

above. Be sure this is not a student specific comment if multiple students have been

selected.

e Select the appropriate Comment Options.

e C(Click Save Attendance.

4. Daily

Enter attendance information and click Save

Attendance Code
Comments

Comments Options  Append comments

Overwrite Existing Data
Save Attendance

Office of Student Information, Planning and Assessment

s S

-

N

Overwrite existing comments
Append comments
Leave existing comments unchanged

AED: Absent Excused Documented
| AEDI: Absent Excused Documented lliness
AEDP: Absent Excused Documented Part of Class
1 AEDr: Absent Excused Documented Doctor/Dentist
1AEN: Absent Excused Not Documented
_ AEMI: Absent Excused Mot Documented lliness L
AENP: Absent Excused Not Documented Part of Class |~
AU: Absent Unexcused
AUP : Absent Unexcused Part of Class
C: Counselor
f&_{: s dod Mooy with ©

Created 7/19/13



Period: records attendance in the current period for an individual student or a group of students.

e Select the appropriate Period for which the student(s) is signing in or out.

e Select the appropriate Attendance Code.

e Enter the appropriate Comment.
*NOTE: The comments will be applied to all periods and all students selected in the step above.
Be sure this is not a student specific comment if multiple students have been selected.

e Select the appropriate Comment Options.

e Click Save Attendance.

4. Period Enter attendance information and click Save -
Red: HR (08:05 AM - 08:17 AM)

Period Mode: The attendance code iz applied to the selected period.

) . Red: 1a (08:17 AM - 08:58 AM)
Current Period = Red: 1b (08:58 AM - 09:50 AM)
Attendance Code - Red: 2a (09:50 AM - 10:36 AM)

Red: 2b (10:36 AM - 11:23 AM)
Red: 3a (11:23 AM - 12:09 PM)
D e P

Comments

Comments Options  Append comments -

Overwrite Existing Data

Save Aftendance

AED: Absent Excused Documented

Overwrite existing comments 1 AEDI: Absent Excused Documented lliness
Append comments AEDP: Absent Excused Documented Part of Class
Leave existing comments unchanged AEDr: Absent Excused Documented Doctor/Dentist

AEN: Absent Excused Mot Documented
AENI: Absent Excused Mot Documented lliness
AENP: Absent Excused Mot Documented Part of Class
AU: Absent Unexcused

AUP : Absent Unexcused Part of Class

.

Edit: allows an existing attendance record to be modified with a different attendance code or different
comments for an individual student.

e Edit or add the attendance Code(s) for the appropriate period(s).

e Leave the Present Minutes column blank.

e Enter the appropriate Comment for each appropriate periods(s).

e Select Fill Down to fill the last selected attendance Code through the remainder of the periods.

e Select Clear to wipe out all attendance codes listed in the periods.

e Click Save Attendance.

4. Edit Enter attendance information and clickSave | StudentName
— 1

Cr .
Present
Status Excuse b Comments
HR  AEN: Absent Excused Mot Documented + A E 0
41a  TEN: Tardy Excused Mot Documented - T E 0 08:18 Signed in excused kmw
1ih x
2a -
2b -
3a -
3b -
4a . AED: Absent Excused Documented
AEDI: Absent Excused Documented lliness

4b - AEDP: Absent Excused Documented Part of Class

_ges |

Save Attendance AENI: Absent Excused Mot Documented lliness

=Cannol record atendance Studentis not scheduled or course doesn't take attendance AENP: Absent Excused Not Documented Part of Class
AL Absent Unexcused
AUP : Absent Unexcused Part of Class
e b e e Y
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Batch Edit: records attendance for a date range in the selected periods for an individual student or a
group of students. Students would be marked absent for the same periods on all attendance days during
the entered range.

e Select the Date Range you are entering the attendance for.

e Add the attendance Code(s) for the appropriate period(s).

e Leave the Present Minutes column blank.

e Enter the appropriate Comment for each appropriate periods(s).

e Select Fill Down to fill the last selected attendance Code through the remainder of the periods.

e Select Clear to wipe out all attendance codes listed in the periods.

e Click Save Attendance.

4. Batch Edit Enter attendance information and click Save

| From: 031‘129’20131'10: 031129’20133 I

Present

Period Code Status Excuse . Comments
Minutes
HR -
1a -
1b - ol
2a = AED: Absent Excused Documented
2b AEDI: Absent Excused Documented lliness
M AEDP: Absent Excused Documented Part of Class
3a - AEDr: Absent Excused Documented Doctor/Dentist
3b - AEN: Absent Excused Mot Documented
AENI: Absent Excused Mot Documented lliness L
4a 0 AENP: Absent Excused Mot Documented Part of Class |~
4b = AU: Absent Unexcused
AUP : Absent Unexcused Part of Class
Fill Down ~
Save Attendance
] Overwrite existing marks Options | Append comments \

Qverwrite existing comments %
Append comments
Leave existing comments unchanged
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Individual Student Attendance o

The Student Attendance Tab allows you to manually add or edit attendance for a
specific student and print student level attendance reports.

1) Select the upcoming Year, School, and Calendar

C |
4
Campus i
]
| vear [13-14 [=] School | Lewis & Clark Middle School [=] calendar | 13-14 Lewis & Clark Middle Sch [=] ]
Index | Search | Help | L 3
) + [07109/2013 ]

(] Kailey Leesman Infinite Campus Upgrade

Iﬁ]ﬁ St"?e"t_lmrmam” An upgrade was applied to Infinite Campus on 7/9/13. Feel free to ema_ih

2) Under the Index Tab click on Student Information> General

Index | Search | Help |

"] Kailev Leesmar
[ General
1] Counseling
Academic Planning
Program Participation
#g" Health
¥ Medicaid
PLP

3) Search for the student, entering last name first, then hit Enter or click Go

Index | Search | Help | m

Search for a:

Student [=]
B: Go

Advanced Search ==
Vi

Search Hesults: 3 :0‘ -
028

 iE iy ] | Absent

d N

0r B - Early Release |0 |4
ol Al e Bt i At ardy e .. e
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4) Add a new attendance record or edit an existing attendance record.

Add

Page 2 of 5

a._CIick on the Attendance Tab, then click New

Scl i:{:-ﬁtlenda nce ||Flags |

—Summary | Enrollments

Unknown -
Tlerm T1 08M16/2012 - 101712012 Date
Instructional Days: 43 Present Days: 43
Period HR 1a 1b 2a 2b 3a b 4a 4b T 031212013 Tue
0 |0 |0 Red

R Q g a0 ana

b. The Date will display the current date by default. To view attendance from another date, enter
the date in the Date field or select the calendar icon and click Refresh.

@Summar\rl Enmllmenlsl a’Schedulel iﬁ\:ﬂl‘lendance | Flags

& save
Attendance Information
Date: 031'1212013@ Refresh

c. Add the attendance Code(s) for the appropriate period(s).
Leave the Present Minutes column blank.
Enter the appropriate Comment for each appropriate period(s).
Select Fill Down to fill the last selected attendance code through the remainder of the periods.
Select Clear to wipe out all attendance codes listed in the periods.

r_l“‘ 'I Enroll: t: I ﬂSr" dul I *;:@Al'l d el Flagsl IE'GradesI Transcripll Credit Summar\rl Assessmel
& save
Attendance Information
Date: 0312120137 [ Refresh |
Status Excuse Present Minutes Comments

HR| | AED: Absent Excused Documented

1a|| AEDP: Absent Excused Documented Part of Class - Signed in at 9:15

1b -

2a - \\

= 1IN

% - N\

S - AN

“ - N

® - \

Fill Down || Clear |
**=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

AED: Absent Excused Documented

AEDI: Absent Excused Documented lliness

AEDP: Absent Excused Documented Part of Class
AEDr: Absent Excused Documented Doctor/Dentist
AEM: Absent Excused Mot Documented

AEMI: Absent Excused Not Documented lliness

d. Click Save.
_AlSummary | Enrollments | QSchedule I i:!:.'-nﬂendance

T & Prer— i ‘_._.J
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Edit
a. Click on the attendance record that needs to be edited.

QS 'l Enroll t: l ﬁs-—'— dul: l 1.3&-1\“ dance I Flagsl B’Gradﬁl Transcrlpll Credit Summa
] New & Period Detail & Daily Detail

Term T1 08/16/2012 - 101712012
Instructional Days: 43 Present Days: 43

b 2a  2b| 3a 3b 4a 4b|
Period HR 1a 1b 2a 2b 3a 3b 4a 4b T
Absent 0 (0|00 |00 000
Early Release |0 0 |0 |0 |0 (0 O 0|00 02/04/2013
Tardy 0 (0|00 |0 |0 (00|00

Term T2 101812012 - 1212112012
Instructional Days: 43 Present Days: 40.03

Period HR 1a 1b 2a 2b 3a 3b4a 4b T

EREACAENEREREAERE: e

b. Edit the attendance Code(s) for the appropriate period(s).
Leave the Present Minutes column blank.
Enter the appropriate Comment for each appropriate periods(s).
Select Fill Down to fill the last selected attendance Code through the remainder of the periods.
Select Clear to wipe out all attendance codes listed i in the perlods
lsummary | Enmllmenlsl #fSchedule | -Qinﬂendance| Flags | E’Gradesl Transcript | Credit Summary | A<

& save

Attendance Information
Date: 0113112013

Status Excuse Present Minutes Comments

HR | AEMN: Absent Excused Not Documented - | A E o
TEN: Tardy Excused Mot Documented - T E 0 08:31 Signed in excused kmw

) AN
- \\
m Down || Clear \ 3

**=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

e ey s

55988y s s
4
/

e — e ———y -

4

AED: Absent Excused Documented
AEDI: Absent Excused Documented lliness
AEDFP: Absent Excused Documented Part of Class
AEDr Absent Excused Documented Doctor/Dentist
AEMN: Absent Excused Not Documented
AENI: Absent Excused Mot Documented liness

P t dP

c. Click Save.

5) Period Detail Report: prints a report of the student’s attendance.
a. Click on the Perlod Detall print icon.

m‘iun u' Enmllrnenlsl Q‘Schedulel ﬁnﬂendance | F|
] Mel = Daily Detail

Term T1 0816/2012 - 101712012
Instructional Days: 43 Present Days: 43
Period HR 1a 1b 2a 2b 3a 3b 4a 4b T
Absent o0 /00000000
| | Early Release | 0 10 |0 |0 |0 |0 |0 0|0 |0
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b. An option editor displays allowing the user to select the terms and the type of attendance

summaries they wish to include in the Attendance Period Detail Report.
Options:
i. Term Summary: select the term(s) you wish to appear on the report.

ii. Attendance Summary: select the summary types you would like to display on the report

(Course, Period, Day, Term).
iii. Select how you would like the report to be oriented.

iv. When the Attendance taken in non-instructional periods is selected, it will include

attendance taken in non-instructional periods in the report.
:l!Summary| Enrollments| Q’Schedule| ;:i-ﬁttendance| Flags| B’Grades| Transcript | Credit Sum
Q Back to Attendance

Attendance Period Detail Report

This report will print student attendance suitable for handing out to students. Selectthe Term and the Attendance
Summary type to include in the report. You can also choose to include attendance taken in non-instructional periods
then generate the report.

Which terms would you like to include in the report?

T1(08M6/2012 - 1017/2012)
T2 (101812012 - 12/121/2012)
T3 (01/03/2013 - 03113/2013)
T4 (0314/2013 - 05/21/2013)

CTRL-click or SHIFT-click to select multiple
Which Attendance Summaries would you like to include in the report?

Course Summary
Period Summary
Day Summary
Term Summary
How would you like the report oriented?
@ Portrait
) Landscape

] Include attendance taken in non-instructional periods

Generate Report

——— —a—— e e e

B T e T T e e SR TR

L

c. Click Generate Report.

L=l Term Summary

How would you like the report oriented? y
© Portrait i
) Landscape

[T inciude taken in non-instructional periods i

Generate Report !

Py P

2 -~
L 113 _ Student Period Attendance Detail
Lewis & Clark Middle School
323 Lewns & Clark Drive, Jefferson City MO 63101 - "
Generated on 07/19/201% 01 3433 P Page 1 of 2 IDé Grade: 07 DAB:
Terms Included:  All Terms
Course Summary Period Summary
Course E: d Ul d Tardy Period E d Unexcused Tardy
T7100-11 Language Arts T 4 V] o HR T 1] V]
7200-8 Math 7 5 o 1 la 6 i} 2
T200.9 Math/Science Inteqgration 7 2 n o 1h 5 1] o
7300-12 Science 7 1 o 1 2a 5 o o
T7400-10 Saon Studies T 1 1] 1 b 5 0 1
7500-2 Reading 7 4 0 1 3a ] o (1]
7614-1 Choir 7 6 0 1] b ] 1 1]
TT12-12 Gateway to Technology 7 2 (1] o da ] 1] (1]
7714-4 Health 7 2 0 o 4b ] o 1
TT24PET 2 1 o
F999-12 Blazer Time 7 i 0 o
Day Summary
Periods
Date HR 1a 1b 2a 2b 3a 3b 4a b

031272013 Red AED AZDP

Daseription: Absent Eveused Documented

Abent Cucused Part of Clags Sighed in at 913

D2104/2013 Yellow AU

Daseription: Absent Uneveused
0173172013 Yellow AEN TEN

Description: Absent Excused Not Documented

S - PR
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d. To return to the student attendance tab, click the Back to Attendance icon.

_llsumma Enrollments | #Schedule | i Attendancel
| QElackto Aftendance
i
|

l Attendance Period Detail Report

6) Daily Detail Report: displays a daily minute summary for each attendance entry in the selected school
year.
a. Click on the Daily Detail print icon

:_[,]5ummar',r| Enrollments 5chedu|e| :;.'jf;Attendance

_] Mew £ Period Detdil &5 Daily Detaii

i i Page 1 of 1
StUdent.Dally Attendance DEtaII Generated: 07/19/2013 01 E=]l1:21 PM

iy TR ST

ID#: W Grade: 07 DOB:

Missed Days Summary (Excludes Exempt) Daily Minute Summary (Excludes Exempt)
Term Days Missed Half/Whole
Term T1 0 Date Minutes Day
Term T2 3 03/12/2013 53
Term T3 2 02/04/2013 a7
Term T4 0 01/31/2013 12

01/30/2013 380 w
01/29/2013 182

01/15/2013 380 w
11/13/2012 380 w
11/12/2012 380 w
11/09/2012 380 w

.l o b e s Pt A i P b

B L L S N
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Elementary Attendance Codes

Description Status  Excuse Time Frame Short Definition Long Definition
Absent Teacher When a teacher marks a student Absent in their class, a status of Absent is set in Yellow in the Daily Attendance.
A Code Absent  Unknown Absent Teacher Code An attendance code still needs to be set with this status.

When a teacher marks a student Tardy in their class, a status of Tardy is set in Yellow in the Daily Attendance. An
T Tardy Teacher Code Tardy = Unknown Tardy Teacher Code attendance code still needs to be set with this status.

Less than half of a class = Signs in after school starts -  To be used in the period a student arrives when a student arrives after school starts. (Format of Comments: 08:15 am Sign
Sl Sign In Tardy Unexcused missed Comments required In ...., 12:23 pm Sign Out ...)

Less than half of a class = Signs out after school starts - To be used in the period a student leaves when a student leaves before school is over. (Format of Comments: 08:15 am

SO Sign Out Tardy | Early Release missed Comments required Sign In ...., 12:23 pm Sign Out ...)
Absent Unexcused Half or more of class Absent Part of Class not Absence cannot be verified or when a parent says that the student should be at school. Place time arrived/left in the
AUP Part of Class Absent = Unexcused missed verified - Comments required comments. (Format of Comments: 08:15 am Sign In ...., 12:23 pm Sign Out ...)
Absent Excused Absent Part of Class -
Documented Part of Half or more of class Documentation provided - Documentation is provided as to why the student was absent. Place time arrived/left in the comments. (Format of
AEDP Class Absent Excused missed Comments required Comments: 08:15 am Sign In ...., 12:23 pm Sign Out ...)
Absent Excused Not Absent Part of Class - No
Documented Part of Half or more of class documentation provided -  No documentation is provided as to why the student was absent. Place time arrived/left in the comments. (Format of
AENP Class Absent Excused missed Comments required Comments: 08:15 am Sign In ...., 12:23 pm Sign Out ...)
AU Absent Unexcused = Absent = Unexcused Full period/day absence Absence not verified Used when an absence cannot be verified or when a parent says the student should be at school.
Absence verified -
Absent Excused Documentation provided -  Used when a parent notifies the school that the student will be absent. Documentation or note would need to be provided
AED Documented Absent Excused  Full period/day absence Comments required to use this code. Enter the reason for the request in the comments (ex. Funeral, Legal, College Visit, etc.).

Absence verified - No
Absent Excused Not documentation provided -  Used when a parent notifies the school that the student will be absent with no documentation. Enter reason for request in
AEN Documented Absent Excused  Full period/day absence Comments required the comments (ex. Personal, Vacation, etc.).

Absent Excused
Documented Absence due to Doctor/Dentist Used when a parent notifies the school that the student will be absent due to a Doctor, Dentist, or LPC appointment.
AEDr Doctor/Dentist Absent Excused Full period/day absence - Documentation provided  Documentation or note would need to be provided to use this code.

Used when a parent notifies the school that the student will be absent due to an Iliness, Injury, Hospitalization or if a

Absent Excused Absence due to lliness - student is sent home by the nurse. Documentation or note would need to be provided to use this code. NOTE: If the
AEDI Documented lliness = Absent Excused Full period/day absence Documentation provided student is out due to head lice, please put "Head Lice" in the comments section.
Absent Excused Not Absence due to lliness - Used when a parent notifies the school that the student will be absent due to an Iliness or Injury and no documentation is
AENI Documented Iliness = Absent Excused  Full period/day absence Documentation not provided provided.
ISS In School Suspension = Present Excused  Full period/day absence In School Suspension Used when a student is assigned to In School Suspension.
Contracted Agency Contracted Agency with Prior approval from the Office of Student Information, Planning and Assessment must be given before using this code. Used
CA+ with Services Present Excused  Full period/day absence Services for students who are receiving services from a contracted agency.
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Code Description Status  Excuse Time Frame Short Definition Long Definition

Part of Class/full School Activity - Comments  Used when a student is away from their regularly scheduled class due to a school activity. Enter school activity in the
S School Activity Present Excused period/day absence required comments (ex. Field trip, Music, Football).

Attending the Transiiton

TC Transition Classroom = Present Excused Full day absence Classroom Used when a student is placed in the transition classroom and is present.
Transition Classroom Absent from the Transition
TCA Absent Absent Excused Full day absence Classroom Used when a student is placed in the transition classroom and is absent.
H Homebound Present Excused Full day absence Receiving homebound services Used when a student is receiving homebound services provided by our own district staff.

Receiving less than 5 hours per Used when a student hasn't received the required 5 hours per week of service ith our own district staff. Hours not obtained

HA Homebound Absent = Absent Excused Full day absence week homebound services  through that week will be marked with this code.
In-patient treatment without
R Res Care/Rehab Absent Excused Full day absence services Used for in-patient treatment (Residential Care, Rehab, etc.).
Prior approval from the Office of Student Information, Planning and Assessment must be given before using this code. Used
Res Care/Rehab with In-patient treatment with  for in-patient treatment where the student is receiving services provided by the treatment facility and not claimed by an
R+ Services Present Excused Full day absence services other district. (Residential Care, Rehab, etc.).
Out of School Out of School Supsension -
0SS Suspension Absent Excused Full day absence Any amount of time Used when a student is suspended from school for any amount of time.
Out of School
Suspension with Out of School Supsension with
0SS+ Services Present Excused Full day absence services - Any amount of time Used when a student is suspended from school for any amount of time and is receiving services while out of school.
INC Incarcerated Absent Excused Full day absence Incarcerated without services Used for students who are incarcerated.
Incarcerated with
INC+ Services Present Excused Full day absence Incarcerated with services  Used for IEP students who are receiving services while incarcerated.
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Secondary Attendance Codes

Code Description Excuse Time Frame Short Definition Long Definition
Absent Teacher When a teacher marks a student Absent in their class, a status of Absent is set in Yellow in the
A Code Absent = Unknown Absent Teacher Code Daily Attendance. An attendance code still needs to be set with this status.
Tardy Teacher When a teacher marks a student Tardy in their class, a status of Tardy is set in Yellow in the Daily
T Code Tardy  Unknown Tardy Teacher Code Attendance. An attendance code still needs to be set with this status.
Less than half of a class Tardy not verified - Comments The tardy cannot be verified or when a parent says that student should be at school or in class on time.
TU Tardy Unexcused Tardy Unexcused missed Required (Format of Comments: 08:15 am Sign In ....)
Tardy Excused Less than half of aclass ~ Tardy - Documentation provided -  The tardy is verified and documentation is provided for the tardy. (Format of Comments: 08:15 am Sign In
TED Documented Tardy Excused missed Comments required )
Tardy Excused Not Less than half of a class = Tardy - No documentation provided - | The tardy is verified and no documentation is provided for the tardy. (Format of Comments: 08:15 am
TEN Documented Tardy Excused missed Comments required Signn ....)
Early Release Early Less than half of a class Leaves Class Early - Non verified -
ERU Unexcused Release = Unexcused missed Comments Required Student Leaves early from class and it can not be verified. (Format of Comments: 08:45 Sign Out...)
Early Release
Excused Early Less than half of a class  Leaves Class Early - Documentation
ERED Documented Release Excused missed Provided - Comments Required Student Leaves early from class and documentation is provided. (Format of Comments: 08:45 Sign Out...)
Early Release
Excused Not Early Less than half of a class = Leaves Class Early - No documentation 'Student Leaves early from class and no documentationis provided. (Format of Comments: 08:45 Sign
EREN Documented Release Excused missed provided - Comments required Out...)
Absent Unexcused Half or more of class Absence cannot be verified or when a parent says that the student should be at school. Place time
AUP Part of Class Absent = Unexcused missed Absent Part of Class not verified arrived/left in the comments. (Format of Comments: 08:15 am Sign In ...., 12:23 pm Sign Out ...)
Absent Excused
Documented Part of Half or more of class | Absent Part of Class - Documentation 'Documentation is provided as to why the student was absent. Place time arrived/left in the comments.
AEDP Class Absent Excused missed provided - Comments required (Format of Comments: 08:15 am Sign In ..., 12:23 pm Sign Out ...)
Absent Excused Not Absent Part of Class - No
Documented Part of Half or more of class = documentation provided - Comments 'No documentation is provided as to why the student was absent. Place time arrived/left in the comments.
AENP Class Absent Excused missed required (Format of Comments: 08:15 am Sign In ...., 12:23 pm Sign Out ...)
AU Absent Unexcused = Absent = Unexcused Full period/day absence Absence not verified Used when an absence cannot be verified or when a parent says the student should be at school.
Used when a parent notifies the school that the student will be absent. Documentation or note would
Absent Excused Absence verified - Documentation  need to be provided to use this code. Enter the reason for the request in the comments (ex. Funeral,
AED Documented Absent Excused  Full period/day absence provided - Comments required Legal, College Visit, etc.).
Absent Excused Not Absence verified - No documentation Used when a parent notifies the school that the student will be absent with no documentation. Enter
AEN Documented Absent Excused  Full period/day absence provided - Comments required reason for request in the comments (ex. Personal, Vacation, etc.).

Absent Excused
Documented Absence due to Doctor/Dentist - Used when a parent notifies the school that the student will be absent due to a Doctor, Dentist, or LPC
AEDr Doctor/Dentist Absent Excused  Full period/day absence Documentation provided appointment. Documentation or note would need to be provided to use this code.

Hospitalization or if a student is sent home by the nurse. Documentation or note would need to be

Absent Excused Absence due to lliness - provided to use this code. NOTE: If the student is out due to head lice, please put "Head Lice" in the
AEDI Documented Iliness = Absent Excused  Full period/day absence Documentation provided comments section.
Absent Excused Not Absence due to Iliness - Used when a parent notifies the school that the student will be absent due to an Iliness or Injury and no
AENI Documented Iliness = Absent Excused  Full period/day absence Documentation not provided documentation is provided.

Suspended Student
SSC Classroom Present Excused  Full period/day absence Suspended Student Classroom Used when a student is attending the Suspended Student Classroom.
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Code Description  Status Excuse Time Frame Short Definition Long Definition

ISS In School Suspension = Present Excused  Full period/day absence In School Suspension Used when a student is assigned to In School Suspension.
Contracted Agency Prior approval from the Office of Student Information, Planning and Assessment must be given before
CA+ with Services Present Excused | Full period/day absence Contracted Agency with Services using this code. Used for students who are receiving services from a contracted agency.
F Office Present Excused Full period absence Office during class Used when a student is in the office during class time.
C Counselor Present Excused Full period absence Counselor during class Used when a student is in the counselor's office during class time.
N Nurse Present Excused Full period absence Nurse during class Used when a student is in the nurse's office during class time.
Part of Class/full Used when a student is away from their regularly scheduled class due to a school activity. Enter school
S School Activity Present Excused period/day absence School Activity - Comments required  activity in the comments (ex. Field trip, Music, Football).
H Homebound Present Excused Full day absence Receiving homebound services Used when a student is receiving homebound services provided by our own district staff.
Receiving less than 5 hours per week Used when a student hasn't received the required 5 hours per week of service ith our own district staff.
HA Homebound Absent = Absent Excused Full day absence homebound services Hours not obtained through that week will be marked with this code.
R Res Care/Rehab Absent Excused Full day absence In-patient treatment without services Used for in-patient treatment (Residential Care, Rehab, etc.).

Prior approval from the Office of Student Information, Planning and Assessment must be given before

Res Care/Rehab with using this code. Used for in-patient treatment where the student is receiving services provided by the
R+ Services Present Excused Full day absence In-patient treatment with services  treatment facility and not claimed by an other district. (Residential Care, Rehab, etc.).
J JAC (Cole Co) Present Excused Full day absence At Prenger Used for a student attending class at Prenger. Only use for full day absences.

Out of School Out of School Supsension - Any amount
0SS Suspension Absent Excused Full day absence of time Used when a student is suspended from school for any amount of time.

Out of School

Suspension with Out of School Supsension with services - Used when a student is suspended from school for any amount of time and is receiving services while out
0SS+ Services Present Excused Full day absence Any amount of time of school.

INC Incarcerated Absent Excused Full day absence Incarcerated without services Used for students who are incarcerated.

Incarcerated with
INC+ Services Present Excused Full day absence Incarcerated with services Used for IEP students who are receiving services while incarcerated.

Nichols Career Center ONLY Codes

Description  Status Excuse Time Frame Short Definition Long Definition

NCC_Discip at home

DHI for IN school susp ~ Absent Excused Full day absence NCC ONLY Used when a NCC sending-school student is absent due to In School Suspension.
NCC_Discip at home
for OUT of school
DHO susp Absent Excused Full day absence NCC ONLY Used when a NCC sending-school student is absent due to Out of School Suspension.
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Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm

Sign Out...
Southwest Early Childhood Center
REGULAR SCHEDULE
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 8:00-9:24 Sl: Sign In 9:25-10:50 AEDP, AENP or AUP
2 10:50-11:19 Sl: Sign In 11:20-11:50 AEDP, AENP or AUP
3 11:50-1:24 Sl: Sign In 1:25-3:00 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 8:00-9:25 AEDP, AENP or AUP 9:26-10:50 SO: Sign Out
2 10:50-11:20 AEDP, AENP or AUP 11:21-11:50 SO: Sign Out
3 11:50-1:25 AEDP, AENP or AUP 1:26-3:00 SO: Sign Out
2 HOUR EARLY RELEASE
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 8:00-9:24 Sl: Sign In 9:25-10:50 AEDP, AENP or AUP
2 10:50-11:54 Sl: Sign In 11:55-1:00 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 8:00-9:25 AEDP, AENP or AUP 9:26-10:50 SO: Sign Out
2 10:50-11:55 AEDP, AENP or AUP 11:56-1:00 SO: Sign Out
3 HOUR EARLY RELEASE
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 8:00-9:24 SI: Sign In 9:25-10:50 AEDP, AENP or AUP
2 10:50-11:24 Sl: Sign In 11:25-12:00 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 8:00-9:25 AEDP, AENP or AUP 9:26-10:50 SO: Sign Out
2 10:50-11:24 AEDP, AENP or AUP 11:25-12:00 SO: Sign Out




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm

Sign Out...

Southwest Early Childhood Center

2 HOUR LATE START
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 10:00-9:24 SlI: Sign In 9:25-10:50 AEDP, AENP or AUP
2 10:50-11:19 SI: Sign In 11:20-11:50 AEDP, AENP or AUP
3 11:50-1:24 SlI: Sign In 1:25-3:00 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 10:00-9:25 AEDP, AENP or AUP 9:26-10:50 SO: Sign Out
2 10:50-11:20 AEDP, AENP or AUP 11:21-11:50 SO: Sign Out
3 11:50-1:25 AEDP, AENP or AUP 1:26-3:00 SO: Sign Out
3 HOUR LATE START
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1
2 11:00-11:24 SI: Sign In 11:25-11:50 AEDP, AENP or AUP
3 11:50-1:24 SI: Sign In 1:25-3:00 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1
2 11:00-11:25 AEDP, AENP or AUP 11:26-11:50 SO: Sign Out
3 11:50-1:25 AEDP, AENP or AUP 1:26-3:00 SO: Sign Out




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Early Childhood SPED

REGULAR SCHEDULE
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 7:30-8:59 SI: Sign In 9:00-10:30 AEDP, AENP or AUP
2 10:30-12:59 Sl: Sign In 1:00-2:30 AEDP, AENP or AUP
Student OU7T
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:30-9:00 AEDP, AENP or AUP 9:01-10:30 SO: Sign Out
2 10:30-1:00 AEDP, AENP or AUP 1:01-2:30 SO: Sign Out







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In....,
12:23 pm Sign Out...

REGULAR SCHEDULE
Student IN
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 7:45-8:17 SI: Sign In 8:18-8:51 AEDP, AENP or AUP
2 8:51-9:23 SI: Sign In 9:24-9:57 AEDP, AENP or AUP
3 9:57-10:29 SI: Sign In 10:30-11:03 AEDP, AENP or AUP
4 11:03-11:47 SI: Sign In 11:47-12:33 AEDP, AENP or AUP
5 12:33-1:05 SI: Sign In 1:06-1:39 AEDP, AENP or AUP
6 1:39-2:11 SI: Sign In 2:12-2:45 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:45-8:18 AEDP, AENP or AUP 8:19-8:51 SO: Sign Out
2 8:51-9:24 AEDP, AENP or AUP 9:25-9:57 SO: Sign Out
3 9:57-10:30 AEDP, AENP or AUP 10:31-11:03 SO: Sign Out
4 11:03-11:48 AEDP, AENP or AUP 11:49-12:33 SO: Sign Out
5 12:33-1:06 AEDP, AENP or AUP 1:07-1:39 SO: Sign Out
6 1:39-2:12 AEDP, AENP or AUP 2:13-2:45 SO: Sign Out
2 HOUR EARLY RELEASE
Student IN
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 7:45-8:17 SI: Sign In 8:18-8:51 AEDP, AENP or AUP
2 8:51-9:23 Sl: Sign In 9:24-9:57 AEDP, AENP or AUP
3 9:57-10:29 SI: Sign In 10:30-11:03 AEDP, AENP or AUP
4 11:03-11:53 Sl: Sign In 11:54-12:45 AEDP, AENP or AUP
5
6
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:45-8:18 AEDP, AENP or AUP 8:19-8:51 SO: Sign Out
2 8:51-9:24 AEDP, AENP or AUP 9:25-9:57 SO: Sign Out
3 9:57-10:30 AEDP, AENP or AUP 10:31-11:03 SO: Sign Out
4 11:03-11:54 AEDP, AENP or AUP 11:55-12:45 SO: Sign Out
5
6




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In....,
12:23 pm Sign Out...

3 HOUR EARLY RELEASE
Student IN
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 7:45-8:17 SlI: Sign In 8:18-8:51 AEDP, AENP or AUP
2 8:51-9:23 SI: Sign In 9:24-9:57 AEDP, AENP or AUP
3 9:57-10:29 SlI: Sign In 10:30-11:03 AEDP, AENP or AUP
4 11:03-11:23 SlI: Sign In 11:24-11:45 AEDP, AENP or AUP
5
6
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:45-8:18 AEDP, AENP or AUP 8:19-8:51 SO: Sign Out
2 8:51-9:24 AEDP, AENP or AUP 9:25-9:57 SO: Sign Out
3 9:57-10:30 AEDP, AENP or AUP 10:31-11:03 SO: Sign Out
4 11:03-11:24 AEDP, AENP or AUP 11:25-11:45 SO: Sign Out
5
6
2 HOUR LATE START
Student IN
Period Sign In Time Sign In Code Sign In Time Sign In Code
1
2
3 9:45-10:23 SlI: Sign In 10:24-11:03 AEDP, AENP or AUP
4 11:03-11:47 SlI: Sign In 11:47-12:33 AEDP, AENP or AUP
5 12:33-1:05 SlI: Sign In 1:06-1:39 AEDP, AENP or AUP
6 1:39-2:11 SlI: Sign In 2:12-2:45 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1
2
3 9:45-10:25 AEDP, AENP or AUP 10:26-11:03 SO: Sign Out
4 11:03-11:48 AEDP, AENP or AUP 11:49-12:33 SO: Sign Out
5 12:33-1:06 AEDP, AENP or AUP 1:07-1:39 SO: Sign Out
6 1:39-2:12 AEDP, AENP or AUP 2:13-2:45 SO: Sign Out




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In....,
12:23 pm Sign Out...

Elementary

3 HOUR LATE START
Student IN
Period Sign In Time Sign In Code Sign In Time Sign In Code
1
2
3
4 10:45-11:38 SlI: Sign In 11:39-12:33 AEDP, AENP or AUP
5 12:33-1:05 SI: Sign In 1:06-1:39 AEDP, AENP or AUP
6 1:39-2:11 SlI: Sign In 2:12-2:45 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1
2
3
4 10:45-11:39 AEDP, AENP or AUP 11:40-12:33 SO: Sign Out
5 12:33-1:06 AEDP, AENP or AUP 1:07-1:39 SO: Sign Out
6 1:39-2:12 AEDP, AENP or AUP 2:13-2:45 SO: Sign Out







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Lewis & Clark

REGULAR SCHEDULE (Red/Yellow)
Student 7N

Period Sign In Time Code Sign In Time Code
1 8:50-9:17 TEorTU 9:18-9:46 AEDP, AENP or AUP
2 9:46-10:13 TE or TU 10:14-10:42 AEDP, AENP or AUP
3 10:42-11:09 TEorTU 11:10-11:38 AEDP, AENP or AUP
4 11:38-12:21 TE or TU 12:22-1:06 AEDP, AENP or AUP
5 1:06-1:33 TEorTU 1:34-2:02 AEDP, AENP or AUP
6 2:02-2:29 TEor TU 2:30-2:58 AEDP, AENP or AUP
7 2:58-3:23 TEorTU 3:24-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:18 AEDP, AENP or AUP 9:19-9:46 ERU, ERED, or EREN
2 9:46-10:14 AEDP, AENP or AUP 10:15-10:42 ERU, ERED, or EREN
3 10:42-11:10 AEDP, AENP or AUP 11:11-11:38 ERU, ERED, or EREN
4 11:38-12:22 AEDP, AENP or AUP 12:23-1:06 ERU, ERED, or EREN
5 1:06-1:34 AEDP, AENP or AUP 1:35-2:02 ERU, ERED, or EREN
6 2:02-2:30 AEDP, AENP or AUP 2:31-2:58 ERU, ERED, or EREN
7 2:58-3:24 AEDP, AENP or AUP 3:25-3:50 ERU, ERED, or EREN

2 HOUR EARLY RELEASE (Red/Yellow)
Student IV

Period Sign In Time Code Sign In Time Code
1 8:50-9:09 TEorTU 9:10-9:29 AEDP, AENP or AUP
2 9:29-9:48 TE or TU 9:49-10:08 AEDP, AENP or AUP
3 10:08-10:27 TEorTU 10:28-10:47 AEDP, AENP or AUP
4 10:47-11:21 TE or TU 11:22-11:58 AEDP, AENP or AUP
5 11:58-12:17 TEorTU 12:18-12:37 AEDP, AENP or AUP
6 12:37-12:56 TEor TU 12:57-1:16 AEDP, AENP or AUP
7 1:16-1:32 TEorTU 1:33-1:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:10 AEDP, AENP or AUP 9:11-9:29 ERU, ERED, or EREN
2 9:29-9:49 AEDP, AENP or AUP 9:50-10:08 ERU, ERED, or EREN
3 10:08-10:28 AEDP, AENP or AUP 10:29-10:47 ERU, ERED, or EREN
4 10:47-11:22 AEDP, AENP or AUP 11:23-11:58 ERU, ERED, or EREN
5 11:58-12:18 AEDP, AENP or AUP 12:19-12:37 ERU, ERED, or EREN
6 12:37-12:57 AEDP, AENP or AUP 12:58-1:16 ERU, ERED, or EREN
7 1:16-1:33 AEDP, AENP or AUP 1:34-1:50 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Lewis & Clark

3 HOUR EARLY RELEASE (Red/Yellow)
Student 7N

Period Sign In Time Code Sign In Time Code
1 8:50-9:05 TE or TU 9:06-9:21 AEDP, AENP or AUP
2 9:21-9:36 TE or TU 9:37-9:52 AEDP, AENP or AUP
3 9:52-10:07 TE or TU 10:08-10:23 AEDP, AENP or AUP
4 10:23-10:38 TE or TU 10:39-10:54 AEDP, AENP or AUP
5 10:54-11:23 TE or TU 11:24-11:53 AEDP, AENP or AUP
6 11:53-12:07 TE or TU 12:08-12:22 AEDP, AENP or AUP
7 12:22-12:35 TE or TU 12:36-12:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:06 AEDP, AENP or AUP 9:07-9:21 ERU, ERED, or EREN
2 9:21-9:37 AEDP, AENP or AUP 9:38-9:52 ERU, ERED, or EREN
3 9:52-10:08 AEDP, AENP or AUP 10:09-10:23 ERU, ERED, or EREN
4 10:23-10:39 AEDP, AENP or AUP 10:40-10:54 ERU, ERED, or EREN
5 10:54-11:24 AEDP, AENP or AUP 11:25-11:53 ERU, ERED, or EREN
6 11:53-12:08 AEDP, AENP or AUP 12:09-12:22 ERU, ERED, or EREN
7 12:22-12:36 AEDP, AENP or AUP 12:37-12:50 ERU, ERED, or EREN

2 HOUR LATE START (Red/Yellow)
Student 7N

Period Sign In Time Code Sign In Time Code
1 10:50-11:09 TE or TU 11:10-11:29 AEDP, AENP or AUP
2 11:29-12:04 TE or TU 12:05-12:40 AEDP, AENP or AUP
3 12:40-12:59 TE or TU 1:00-1:19 AEDP, AENP or AUP
4 1:19-1:38 TE or TU 1:39-1:59 AEDP, AENP or AUP
5 1:59-2:18 TE or TU 2:19-2:37 AEDP, AENP or AUP
6 2:37-2:56 TE or TU 2:57-3:16 AEDP, AENP or AUP
7 3:16-3:32 TE or TU 3:33-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 10:50-11:10 AEDP, AENP or AUP 11:11-11:29 ERU, ERED, or EREN
2 11:29-12:05 AEDP, AENP or AUP 12:06-12:40 ERU, ERED, or EREN
3 12:40-1:00 AEDP, AENP or AUP 1:01-1:19 ERU, ERED, or EREN
4 1:19-1:39 AEDP, AENP or AUP 1:40-1:59 ERU, ERED, or EREN
5 1:59-2:19 AEDP, AENP or AUP 2:20-2:37 ERU, ERED, or EREN
6 2:37-2:57 AEDP, AENP or AUP 2:58-3:16 ERU, ERED, or EREN
7 3:16-3:33 AEDP, AENP or AUP 3:34-3:50 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Lewis & Clark

3 HOUR LATE START (Red/Yellow)
Student 7N

Period Sign In Time Code Sign In Time Code
1 11:50-12:04 TEorTU 12:05-12:20 AEDP, AENP or AUP
2 12:20-12:51 TE or TU 12:52-1:24 AEDP, AENP or AUP
3 1:24-1:38 TE or TU 1:39-1:54 AEDP, AENP or AUP
4 1:54-2:08 TE or TU 2:09-2:24 AEDP, AENP or AUP
5 2:24-2:38 TEor TU 2:39-2:54 AEDP, AENP or AUP
6 2:54-3:08 TE or TU 3:09-3:24 AEDP, AENP or AUP
7 3:24-3:38 TE or TU 3:39-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 11:50-12:05 AEDP, AENP or AUP 12:06-12:20 ERU, ERED, or EREN
2 12:20-12:52 AEDP, AENP or AUP 12:53-1:24 ERU, ERED, or EREN
3 1:24-1:39 AEDP, AENP or AUP 1:40-1:54 ERU, ERED, or EREN
4 1:54-2:09 AEDP, AENP or AUP 2:10-2:24 ERU, ERED, or EREN
5 2:24-2:39 AEDP, AENP or AUP 2:40-2:54 ERU, ERED, or EREN
6 2:54-3:09 AEDP, AENP or AUP 3:10-3:24 ERU, ERED, or EREN
7 3:24-3:39 AEDP, AENP or AUP 3:40-3:50 ERU, ERED, or EREN







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Thomas Jefferson

REGULAR SCHEDULE (Red/Blue)
Student 7N

Period Sign In Time Code Sign In Time Code
1 8:50-9:17 TEorTU 9:18-9:46 AEDP, AENP or AUP
2 9:46-10:13 TE or TU 10:14-10:42 AEDP, AENP or AUP
3 10:42-11:09 TEorTU 11:10-11:38 AEDP, AENP or AUP
4 11:38-12:21 TE or TU 12:22-1:06 AEDP, AENP or AUP
5 1:06-1:33 TEorTU 1:34-2:02 AEDP, AENP or AUP
6 2:02-2:29 TEor TU 2:30-2:58 AEDP, AENP or AUP
7 2:58-3:23 TEorTU 3:24-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:18 AEDP, AENP or AUP 9:19-9:46 ERU, ERED, or EREN
2 9:46-10:14 AEDP, AENP or AUP 10:15-10:42 ERU, ERED, or EREN
3 10:42-11:10 AEDP, AENP or AUP 11:11-11:38 ERU, ERED, or EREN
4 11:38-12:22 AEDP, AENP or AUP 12:23-1:06 ERU, ERED, or EREN
5 1:06-1:34 AEDP, AENP or AUP 1:35-2:02 ERU, ERED, or EREN
6 2:02-2:30 AEDP, AENP or AUP 2:31-2:58 ERU, ERED, or EREN
7 2:58-3:24 AEDP, AENP or AUP 3:25-3:50 ERU, ERED, or EREN

2 HOUR EARLY RELEASE (Red/Blue)
Student IV

Period Sign In Time Code Sign In Time Code
1 8:50-9:09 TEorTU 9:10-9:30 AEDP, AENP or AUP
2 9:30-9:49 TE or TU 9:50-10:10 AEDP, AENP or AUP
3 10:10-10:29 TEorTU 10:30-10:50 AEDP, AENP or AUP
4 10:50-11:21 TE or TU 11:22-11:54 AEDP, AENP or AUP
5 11:54-12:13 TEorTU 12:14-12:34 AEDP, AENP or AUP
6 12:34-12:53 TEor TU 12:54-1:14 AEDP, AENP or AUP
7 1:14-1:31 TEorTU 1:32-1:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:10 AEDP, AENP or AUP 9:11-9:30 ERU, ERED, or EREN
2 9:30-9:50 AEDP, AENP or AUP 9:51-10:10 ERU, ERED, or EREN
3 10:10-10:30 AEDP, AENP or AUP 10:31-10:50 ERU, ERED, or EREN
4 10:50-11:22 AEDP, AENP or AUP 11:23-11:54 ERU, ERED, or EREN
5 11:54-12:14 AEDP, AENP or AUP 12:15-12:34 ERU, ERED, or EREN
6 12:34-12:54 AEDP, AENP or AUP 12:55-1:14 ERU, ERED, or EREN
7 1:14-1:32 AEDP, AENP or AUP 1:33-1:50 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Thomas Jefferson

3 HOUR EARLY RELEASE (Red/Blue)
Student 7N

Period Sign In Time Code Sign In Time Code
1 8:50-9:05 TE or TU 9:06-9:21 AEDP, AENP or AUP
2 9:21-9:36 TE or TU 9:37-9:52 AEDP, AENP or AUP
3 9:52-10:07 TE or TU 10:08-10:23 AEDP, AENP or AUP
4 10:23-10:38 TE or TU 10:39-10:54 AEDP, AENP or AUP
5 10:54-11:22 TE or TU 11:23-11:52 AEDP, AENP or AUP
6 11:52-12:07 TE or TU 12:08-12:23 AEDP, AENP or AUP
7 12:23-12:36 TE or TU 12:37-12:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:06 AEDP, AENP or AUP 9:07-9:21 ERU, ERED, or EREN
2 9:21-9:37 AEDP, AENP or AUP 9:38-9:52 ERU, ERED, or EREN
3 9:52-10:08 AEDP, AENP or AUP 10:09-10:23 ERU, ERED, or EREN
4 10:23-10:39 AEDP, AENP or AUP 10:40-10:54 ERU, ERED, or EREN
5 10:54-11:23 AEDP, AENP or AUP 11:24-11:52 ERU, ERED, or EREN
6 11:52-12:08 AEDP, AENP or AUP 12:09-12:23 ERU, ERED, or EREN
7 12:23-12:37 AEDP, AENP or AUP 12:38-12:50 ERU, ERED, or EREN

2 HOUR LATE START (Red/Blue)
Student 7N

Period Sign In Time Code Sign In Time Code
1 10:50-11:09 TE or TU 11:10-11:30 AEDP, AENP or AUP
2 11:30-11:49 TE or TU 11:50-12:10 AEDP, AENP or AUP
3 10:10-12:41 TE or TU 12:42-1:14 AEDP, AENP or AUP
4 1:14-1:33 TE or TU 1:33-1:54 AEDP, AENP or AUP
5 1:54-2:13 TE or TU 2:14-2:34 AEDP, AENP or AUP
6 2:34-2:53 TE or TU 2:54-3:14 AEDP, AENP or AUP
7 3:14-3:31 TEor TU 3:32-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 10:50-11:10 AEDP, AENP or AUP 11:11-11:30 ERU, ERED, or EREN
2 11:30-11:50 AEDP, AENP or AUP 11:51-12:10 ERU, ERED, or EREN
3 10:10-12:42 AEDP, AENP or AUP 12:43-1:14 ERU, ERED, or EREN
4 1:14-1:34 AEDP, AENP or AUP 1:35-1:54 ERU, ERED, or EREN
5 1:54-2:14 AEDP, AENP or AUP 2:15-2:34 ERU, ERED, or EREN
6 2:34-2:54 AEDP, AENP or AUP 2:55-3:14 ERU, ERED, or EREN
7 3:14-3:32 AEDP, AENP or AUP 3:33-3:50 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Thomas Jefferson

3 HOUR LATE START (Red/Blue)
Student 7N

Period Sign In Time Code Sign In Time Code
1 11:50-12:05 TEorTU 12:06-12:21 AEDP, AENP or AUP
2 12:21-12:36 TE or TU 12:37-12:52 AEDP, AENP or AUP
3 12:52-1:20 TE or TU 1:21-1:50 AEDP, AENP or AUP
4 1:50-2:05 TE or TU 2:06-2:21 AEDP, AENP or AUP
5 2:21-2:36 TE or TU 2:37-2:52 AEDP, AENP or AUP
6 2:52-3:07 TE or TU 3:08-3:23 AEDP, AENP or AUP
7 3:23-3:36 TEorTU 3:36-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 11:50-12:06 AEDP, AENP or AUP 12:07-12:21 ERU, ERED, or EREN
2 12:21-12:37 AEDP, AENP or AUP 12:38-12:52 ERU, ERED, or EREN
3 12:52-1:21 AEDP, AENP or AUP 1:22-1:50 ERU, ERED, or EREN
4 1:50-2:06 AEDP, AENP or AUP 2:07-2:21 ERU, ERED, or EREN
5 2:21-2:37 AEDP, AENP or AUP 2:38-2:52 ERU, ERED, or EREN
6 2:52-3:08 AEDP, AENP or AUP 3:09-3:23 ERU, ERED, or EREN
7 3:23-3:37 AEDP, AENP or AUP 3:38-3:50 ERU, ERED, or EREN







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

JCAC Middle

REGULAR SCHEDULE (A/B)
Student 7N

Period Sign In Time Code Sign In Time Code
1 8:50-9:17 TEor TU 9:18-9:46 AEDP, AENP or AUP
2 9:46-10:13 TE or TU 10:14-10:42 AEDP, AENP or AUP
3 10:42-11:09 TE or TU 11:10-11:38 AEDP, AENP or AUP
4 11:38-12:21 TE or TU 12:22-1:06 AEDP, AENP or AUP
5 1:06-1:33 TEor TU 1:34-2:02 AEDP, AENP or AUP
6 2:02-2:29 TE or TU 2:30-2:58 AEDP, AENP or AUP
7 2:58-3:23 TE or TU 3:24-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:18 AEDP, AENP or AUP 9:19-9:46 ERU, ERED, or EREN
2 9:46-10:14 AEDP, AENP or AUP 10:15-10:42 ERU, ERED, or EREN
3 10:42-11:10 AEDP, AENP or AUP 11:11-11:38 ERU, ERED, or EREN
4 11:38-12:22 AEDP, AENP or AUP 12:23-1:06 ERU, ERED, or EREN
5 1:06-1:34 AEDP, AENP or AUP 1:35-2:02 ERU, ERED, or EREN
6 2:02-2:30 AEDP, AENP or AUP 2:31-2:58 ERU, ERED, or EREN
7 2:58-3:24 AEDP, AENP or AUP 3:25-3:50 ERU, ERED, or EREN

2 HOUR EARLY RELEASE (Red/Yellow)
Student 7N

Period Sign In Time Code Sign In Time Code
1 8:50-9:09 TEor TU 9:10-9:29 AEDP, AENP or AUP
2 9:29-9:48 TE or TU 9:49-10:08 AEDP, AENP or AUP
3 10:08-10:27 TE or TU 10:28-10:47 AEDP, AENP or AUP
4 10:47-11:21 TE or TU 11:22-11:58 AEDP, AENP or AUP
5 11:58-12:17 TEor TU 12:18-12:37 AEDP, AENP or AUP
6 12:37-12:56 TE or TU 12:57-1:16 AEDP, AENP or AUP
7 1:16-1:32 TE or TU 1:33-1:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:10 AEDP, AENP or AUP 9:11-9:29 ERU, ERED, or EREN
2 9:29-9:49 AEDP, AENP or AUP 9:50-10:08 ERU, ERED, or EREN
3 10:08-10:28 AEDP, AENP or AUP 10:29-10:47 ERU, ERED, or EREN
4 10:47-11:22 AEDP, AENP or AUP 11:23-11:58 ERU, ERED, or EREN
5 11:58-12:18 AEDP, AENP or AUP 12:19-12:37 ERU, ERED, or EREN
6 12:37-12:57 AEDP, AENP or AUP 12:58-1:16 ERU, ERED, or EREN
7 1:16-1:33 AEDP, AENP or AUP 1:34-1:50 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

JCAC Middle

3 HOUR EARLY RELEASE (A/B)
Student N

Period Sign In Time Code Sign In Time Code
1 8:50-9:05 TE or TU 9:06-9:21 AEDP, AENP or AUP
2 9:21-9:36 TE or TU 9:37-9:52 AEDP, AENP or AUP
3 9:52-10:07 TEor TU 10:08-10:23 AEDP, AENP or AUP
4 10:23-10:38 TE or TU 10:39-10:54 AEDP, AENP or AUP
5 10:54-11:23 TE or TU 11:24-11:53 AEDP, AENP or AUP
6 11:53-12:07 TE or TU 12:08-12:22 AEDP, AENP or AUP
7 12:22-12:35 TEor TU 12:36-12:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:50-9:06 AEDP, AENP or AUP 9:07-9:21 ERU, ERED, or EREN
2 9:21-9:37 AEDP, AENP or AUP 9:38-9:52 ERU, ERED, or EREN
3 9:52-10:08 AEDP, AENP or AUP 10:09-10:23 ERU, ERED, or EREN
4 10:23-10:39 AEDP, AENP or AUP 10:40-10:54 ERU, ERED, or EREN
5 10:54-11:24 AEDP, AENP or AUP 11:25-11:53 ERU, ERED, or EREN
6 11:53-12:08 AEDP, AENP or AUP 12:09-12:22 ERU, ERED, or EREN
7 12:22-12:36 AEDP, AENP or AUP 12:37-12:50 ERU, ERED, or EREN

2 HOUR LATE START (A/B)
Student 7N

Period Sign In Time Code Sign In Time Code
1 10:50-11:09 TE or TU 11:10-11:29 AEDP, AENP or AUP
2 11:29-12:04 TE or TU 12:05-12:40 AEDP, AENP or AUP
3 12:40-12:59 TE or TU 1:00-1:19 AEDP, AENP or AUP
4 1:19-1:38 TE or TU 1:39-1:59 AEDP, AENP or AUP
5 1:59-2:18 TE or TU 2:19-2:37 AEDP, AENP or AUP
6 2:37-2:56 TE or TU 2:57-3:16 AEDP, AENP or AUP
7 3:16-3:32 TE or TU 3:33-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 10:50-11:10 AEDP, AENP or AUP 11:11-11:29 ERU, ERED, or EREN
2 11:29-12:05 AEDP, AENP or AUP 12:06-12:40 ERU, ERED, or EREN
3 12:40-1:00 AEDP, AENP or AUP 1:01-1:19 ERU, ERED, or EREN
4 1:19-1:39 AEDP, AENP or AUP 1:40-1:59 ERU, ERED, or EREN
5 1:59-2:19 AEDP, AENP or AUP 2:20-2:37 ERU, ERED, or EREN
6 2:37-2:57 AEDP, AENP or AUP 2:58-3:16 ERU, ERED, or EREN
7 3:16-3:33 AEDP, AENP or AUP 3:34-3:50 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

JCAC Middle

3 HOUR LATE START (A/B)
Student 7N

Period Sign In Time Code Sign In Time Code
1 11:50-12:04 TE or TU 12:05-12:20 AEDP, AENP or AUP
2 12:20-12:51 TE or TU 12:52-1:24 AEDP, AENP or AUP
3 1:24-1:38 TE or TU 1:39-1:54 AEDP, AENP or AUP
4 1:54-2:08 TE or TU 2:09-2:24 AEDP, AENP or AUP
5 2:24-2:38 TEorTU 2:39-2:54 AEDP, AENP or AUP
6 2:54-3:08 TE or TU 3:09-3:24 AEDP, AENP or AUP
7 3:24-3:38 TE or TU 3:39-3:50 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 11:50-12:05 AEDP, AENP or AUP 12:06-12:20 ERU, ERED, or EREN
2 12:20-12:52 AEDP, AENP or AUP 12:53-1:24 ERU, ERED, or EREN
3 1:24-1:39 AEDP, AENP or AUP 1:40-1:54 ERU, ERED, or EREN
4 1:54-2:09 AEDP, AENP or AUP 2:10-2:24 ERU, ERED, or EREN
5 2:24-2:39 AEDP, AENP or AUP 2:40-2:54 ERU, ERED, or EREN
6 2:54-3:09 AEDP, AENP or AUP 3:10-3:24 ERU, ERED, or EREN
7 3:24-3:39 AEDP, AENP or AUP 3:40-3:50 ERU, ERED, or EREN







________ JCACAfterSchool Program

Student IN
Period Time Frame Sign In Time Sign In Code Sign In Time Sign In Code
1 3:30pm-6:00pm 3:30-4:00 TEorTU 4:01-6:00 AEDP, AENP or AUP
Student OUT
Period Time Frame Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 3:30pm-6:00pm 3:30-4:00 AEDP, AENP or AUP 4:01-6:00 ERU, ERED, or EREN







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Jefferson City Academic Center

REGULAR SCHEDULE
Student 7N

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:19 TEor TU 9:20-9:59 AEDP, AENP or AUP
2 9:59-10:38 TEorTU 10:39-11:18 AEDP, AENP or AUP
3 11:18-12:10 TE or TU 12:11-1:03 AEDP, AENP or AUP
4 1:03-1:42 TEorTU 1:43-2:22 AEDP, AENP or AUP
5 2:22-3:00 TEor TU 3:01-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:20 AEDP, AENP or AUP 9:21-9:59 ERU, ERED, or EREN
2 9:59-10:39 AEDP, AENP or AUP 10:40-11:18 ERU, ERED, or EREN
3 11:18-12:11 AEDP, AENP or AUP 12:12-1:03 ERU, ERED, or EREN
4 1:03-1:43 AEDP, AENP or AUP 1:44-2:22 ERU, ERED, or EREN
5 2:22-3:01 AEDP, AENP or AUP 3:02-3:40 ERU, ERED, or EREN

2 HOUR EARLY RELEASE
Student 7N

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:07 TEor TU 9:08-9:35 AEDP, AENP or AUP
2 9:35-10:02 TEorTU 10:03-10:30 AEDP, AENP or AUP
3 10:30-10:57 TEor TU 10:58-11:25 AEDP, AENP or AUP
4 11:25-12:04 TEorTU 12:05-12:44 AEDP, AENP or AUP
5 12:44-1:11 TEor TU 1:12-1:40 AEDP, AENP or AUP

Student OU7T

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:08 AEDP, AENP or AUP 9:09-9:35 ERU, ERED, or EREN
2 9:35-10:03 AEDP, AENP or AUP 10:04-10:30 ERU, ERED, or EREN
3 10:30-10:58 AEDP, AENP or AUP 10:59-11:25 ERU, ERED, or EREN
4 11:25-12:05 AEDP, AENP or AUP 12:06-12:44 ERU, ERED, or EREN
5 12:44-1:12 AEDP, AENP or AUP 1:13-1:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Jefferson City Academic Center

3 HOUR EARLY RELEASE
Student 7N

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:01 TEorTU 9:02-9:23 AEDP, AENP or AUP
2 9:23-9:44 TEorTU 9:45-10:06 AEDP, AENP or AUP
3 10:06-10:27 TEorTU 10:28-10:49 AEDP, AENP or AUP
4 10:49-11:22 TEorTU 11:23-11:56 AEDP, AENP or AUP
5 11:56-12:17 TEorTU 12:18-12:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:02 AEDP, AENP or AUP 9:03-9:23 ERU, ERED, or EREN
2 9:23-9:45 AEDP, AENP or AUP 9:46-10:06 ERU, ERED, or EREN
3 10:06-10:28 AEDP, AENP or AUP 10:29-10:49 ERU, ERED, or EREN
4 10:49-11:23 AEDP, AENP or AUP 11:24-11:56 ERU, ERED, or EREN
5 11:56-12:18 AEDP, AENP or AUP 12:19-12:40 ERU, ERED, or EREN

2 HOUR LATE START
Student 7N

Period Sign In Time Code Sign In Time Code
ZH 9:30-9:54 TEorTU 9:55-10:20 AEDP, AENP or AUP
1 10:40-11:07 TEorTU 11:08-11:35 AEDP, AENP or AUP
2 11:35-12:14 TEorTU 12:15-12:54 AEDP, AENP or AUP
3 12:54-1:21 TEorTU 1:22-1:49 AEDP, AENP or AUP
4 1:49-2:16 TEorTU 2:17-2:44 AEDP, AENP or AUP
5 2:44-3:11 TEorTU 3:12-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 9:30-9:55 AEDP, AENP or AUP 9:56-10:20 ERU, ERED, or EREN
1 10:40-11:08 AEDP, AENP or AUP 11:09-11:35 ERU, ERED, or EREN
2 11:35-12:15 AEDP, AENP or AUP 12:16-12:54 ERU, ERED, or EREN
3 12:54-1:22 AEDP, AENP or AUP 1:23-1:49 ERU, ERED, or EREN
4 1:49-2:17 AEDP, AENP or AUP 2:18-2:44 ERU, ERED, or EREN
5 2:44-3:12 AEDP, AENP or AUP 3:13-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Jefferson City Academic Center

3 HOUR LATE START
Student 7N

Period Sign In Time Code Sign In Time Code
ZH 10:30-10:54 TEorTU 10:55-11:20 AEDP, AENP or AUP
1 11:40-12:16 TEorTU 12:14-12:47 AEDP, AENP or AUP
2 12:47-1:08 TEorTU 1:09-1:30 AEDP, AENP or AUP
3 1:30-1:51 TEorTU 1:52-2:13 AEDP, AENP or AUP
4 2:13-2:34 TEorTU 2:35-2:56 AEDP, AENP or AUP
5 2:56-3:17 TEorTU 3:18-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 10:30-10:55 AEDP, AENP or AUP 10:57-11:20 ERU, ERED, or EREN
1 11:40-12:17 AEDP, AENP or AUP 12:18-12:47 ERU, ERED, or EREN
2 12:47-1:09 AEDP, AENP or AUP 1:10-1:30 ERU, ERED, or EREN
3 1:30-1:52 AEDP, AENP or AUP 1:53-2:13 ERU, ERED, or EREN
4 2:13-2:35 AEDP, AENP or AUP 2:36-2:56 ERU, ERED, or EREN
5 2:56-3:18 AEDP, AENP or AUP 3:19-3:40 ERU, ERED, or EREN







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign

Out...
Capital City High School
REGULAR SCHEDULE
Student IN

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:07 TE or TU 9:08-9:36 AEDP, AENP or AUP
2 9:36-10:03 TEorTU 10:04-10:32 AEDP, AENP or AUP
3 10:32-10:59 TE or TU 11:00-11:28 AEDP, AENP or AUP
4 11:28-12:12 TEorTU 12:13-12:57 AEDP, AENP or AUP
5 12:57-1:24 TE or TU 1:25-1:53 AEDP, AENP or AUP
6 1:53-2:20 TEorTU 2:21-2:49 AEDP, AENP or AUP
7 2:49-3:14 TE or TU 3:15-3:40 AEDP, AENP or AUP

Student OU7T

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:08 AEDP, AENP or AUP 9:09-9:36 ERU, ERED, or EREN
2 9:36-10:04 AEDP, AENP or AUP 10:05-10:32 ERU, ERED, or EREN
3 10:32-11:00 AEDP, AENP or AUP 11:01-11:28 ERU, ERED, or EREN
4 11:28-12:13 AEDP, AENP or AUP 12:14-12:57 ERU, ERED, or EREN
5 12:57-1:25 AEDP, AENP or AUP 1:26-1:53 ERU, ERED, or EREN
6 1:53-2:21 AEDP, AENP or AUP 2:22-2:49 ERU, ERED, or EREN
7 2:49-3:15 AEDP, AENP or AUP 3:16-3:40 ERU, ERED, or EREN

2 HOUR EARLY RELEASE
Student IN

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-8:57 TE or TU 8:58-9:16 AEDP, AENP or AUP
2 9:16-9:33 TEorTU 9:34-9:52 AEDP, AENP or AUP
3 9:52-10:09 TE or TU 10:10-10:28 AEDP, AENP or AUP
4 10:28-11:12 TEorTU 11:13-11:57 AEDP, AENP or AUP
5 11:57-12:14 TE or TU 12:15-12:33 AEDP, AENP or AUP
6 12:33-12:50 TEorTU 12:51-1:09 AEDP, AENP or AUP
7 1:09-1:24 TE or TU 1:25-1:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-8:58 AEDP, AENP or AUP 8:59-9:16 ERU, ERED, or EREN
2 9:16-9:34 AEDP, AENP or AUP 9:35-9:52 ERU, ERED, or EREN
3 9:52-10:10 AEDP, AENP or AUP 10:11-10:28 ERU, ERED, or EREN
4 10:28-11:13 AEDP, AENP or AUP 11:14-11:57 ERU, ERED, or EREN
5 11:57-12:15 AEDP, AENP or AUP 12:16-12:33 ERU, ERED, or EREN
6 12:33-12:51 AEDP, AENP or AUP 12:52-1:09 ERU, ERED, or EREN
7 1:09-1:25 AEDP, AENP or AUP 1:26-1:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign

Out...

Capital City High School

3 HOUR EARLY RELEASE
Student IN

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TE or TU 7:55-8:20 AEDP, AENP or AUP
1 8:40-8:53 TE or TU 8:54-9:07 AEDP, AENP or AUP
2 9:07-9:20 TE or TU 9:21-9:34 AEDP, AENP or AUP
3 9:34-9:47 TE or TU 9:48-10:01 AEDP, AENP or AUP
4 10:01-10:42 TE or TU 10:43-11:24 AEDP, AENP or AUP
5 11:24-11:37 TE or TU 11:38-11:51 AEDP, AENP or AUP
6 11:51-12:04 TE or TU 12:05-12:18 AEDP, AENP or AUP
7 12:18-12:28 TE or TU 12:29-12:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-8:54 AEDP, AENP or AUP 8:55-9:07 ERU, ERED, or EREN
2 9:07-9:21 AEDP, AENP or AUP 9:23-9:34 ERU, ERED, or EREN
3 9:34-9:48 AEDP, AENP or AUP 9:49-10:01 ERU, ERED, or EREN
4 10:01-10:43 AEDP, AENP or AUP 10:44-11:24 ERU, ERED, or EREN
5 11:24-11:38 AEDP, AENP or AUP 11:39-11:51 ERU, ERED, or EREN
6 11:51-12:05 AEDP, AENP or AUP 12:06-12:18 ERU, ERED, or EREN
7 12:18-12:29 AEDP, AENP or AUP 12:30-12:40 ERU, ERED, or EREN

2 HOUR LATE START
Student 7V

Period Sign In Time Code Sign In Time Code
ZH 9:30-9:54 TE or TU 9:55-10:20 AEDP, AENP or AUP
1 10:40-10:57 TE or TU 10:58-11:16 AEDP, AENP or AUP
2 11:16-11:33 TE or TU 11:34-11:52 AEDP, AENP or AUP
3 11:52-12:09 TE or TU 12:10-12:28 AEDP, AENP or AUP
4 12:28-1:12 TE or TU 1:13-1:57 AEDP, AENP or AUP
5 1:57-2:14 TE or TU 2:15-2:33 AEDP, AENP or AUP
6 2:33-2:50 TE or TU 2:51-3:09 AEDP, AENP or AUP
7 3:09-3:24 TE or TU 3:25-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 9:30-9:55 AEDP, AENP or AUP 9:56-10:20 ERU, ERED, or EREN
1 10:40-10:58 AEDP, AENP or AUP 10:59-11:16 ERU, ERED, or EREN
2 11:16-11:34 AEDP, AENP or AUP 11:35-11:52 ERU, ERED, or EREN
3 11:52-12:10 AEDP, AENP or AUP 12:11-12:28 ERU, ERED, or EREN
4 12:28-1:13 AEDP, AENP or AUP 1:14-1:57 ERU, ERED, or EREN
5 1:57-2:15 AEDP, AENP or AUP 2:16-2:33 ERU, ERED, or EREN
6 2:33-2:51 AEDP, AENP or AUP 2:52-3:09 ERU, ERED, or EREN
7 3:09-3:25 AEDP, AENP or AUP 3:26-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign

Out...

Capital City High School

3 HOUR LATE START
Student IN
Period Sign In Time Code Sign In Time Code
ZH 10:30-10:54 TEorTU 10:55-11:20 AEDP, AENP or AUP
1 11:40-11:53 TE or TU 11:54-12:07 AEDP, AENP or AUP
2 12:07-12:20 TEorTU 12:21-12:34 AEDP, AENP or AUP
3 12:34-12:47 TE or TU 12:48-1:01 AEDP, AENP or AUP
4 1:01-1:42 TEorTU 1:43-2:24 AEDP, AENP or AUP
5 2:24-2:37 TE or TU 2:38-2:51 AEDP, AENP or AUP
6 2:51-3:04 TEorTU 3:05-3:18 AEDP, AENP or AUP
7 3:18-3:28 TE or TU 3:29-3:40 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Code Sign Out Time Code
ZH 10:30-10:55 AEDP, AENP or AUP 10:56-11:20 ERU, ERED, or EREN
1 11:40-11:54 AEDP, AENP or AUP 11:55-12:07 ERU, ERED, or EREN
2 12:07-12:21 AEDP, AENP or AUP 12:22-12:34 ERU, ERED, or EREN
3 12:34-12:48 AEDP, AENP or AUP 12:49-1:01 ERU, ERED, or EREN
4 1:01-1:43 AEDP, AENP or AUP 1:44-2:24 ERU, ERED, or EREN
5 2:24-2:38 AEDP, AENP or AUP 2:39-2:51 ERU, ERED, or EREN
6 2:51-3:05 AEDP, AENP or AUP 3:06-3:18 ERU, ERED, or EREN
7 3:18-3:29 AEDP, AENP or AUP 3:30-3:40 ERU, ERED, or EREN
FINALS DAY 1
Student IN
Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1
2 8:40-9:13 TEorTU 9:14-9:47 AEDP, AENP or AUP
3 9:47-10:20 TE or TU 10:21-10:54 AEDP, AENP or AUP
4 10:54-11:38 TEorTU 11:39-12:24 AEDP, AENP or AUP
5 12:24-12:57 TE or TU 12:58-1:31 AEDP, AENP or AUP
6 1:31-2:04 TEorTU 2:05-2:38 AEDP, AENP or AUP
7 2:38-3:08 TE or TU 3:09-3:40 AEDP, AENP or AUP
Student OU7T
Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1
2 8:40-9:14 AEDP, AENP or AUP 9:15-9:47 ERU, ERED, or EREN
3 9:47-10:21 AEDP, AENP or AUP 10:22-10:54 ERU, ERED, or EREN
4 10:54-11:39 AEDP, AENP or AUP 11:40-12:24 ERU, ERED, or EREN
5 12:24-12:58 AEDP, AENP or AUP 12:59-1:31 ERU, ERED, or EREN
6 1:31-2:05 AEDP, AENP or AUP 2:06-2:38 ERU, ERED, or EREN
7 2:38-3:09 AEDP, AENP or AUP 3:10-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign

Out...
Capital City High School
FINALS DAY 2
Student IN
Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:13 TE or TU 9:14-9:47 AEDP, AENP or AUP
2
3
4 9:47-10:42 TEorTU 10:43-11:38 AEDP, AENP or AUP
5 11:38-12:08 TE or TU 12:09-12:40 AEDP, AENP or AUP
6
7
Student OUT
Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:14 AEDP, AENP or AUP 9:15-9:47 ERU, ERED, or EREN
2
3
4 9:47-10:43 AEDP, AENP or AUP 10:44-11:38 ERU, ERED, or EREN
5 11:38-12:09 AEDP, AENP or AUP 12:10-12:40 ERU, ERED, or EREN
6
7




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Jefferson City High School

REGULAR SCHEDULE
Student 7N

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEor TU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:06 TE or TU 9:07-9:34 AEDP, AENP or AUP
2 9:34-10:00 TEor TU 10:01-10:28 AEDP, AENP or AUP
3 10:28-10:54 TE or TU 10:55-11:22 AEDP, AENP or AUP
4 11:22-12:12 TEor TU 12:13-1:04 AEDP, AENP or AUP
5 1:04-1:30 TE or TU 1:31-1:58 AEDP, AENP or AUP
6 1:58-2:24 TEor TU 2:25-2:52 AEDP, AENP or AUP
7 2:52-3:15 TE or TU 3:16-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:07 AEDP, AENP or AUP 9:08-9:34 ERU, ERED, or EREN
2 9:34-10:01 AEDP, AENP or AUP 10:02-10:28 ERU, ERED, or EREN
3 10:28-10:55 AEDP, AENP or AUP 10:56-11:22 ERU, ERED, or EREN
4 11:22-12:13 AEDP, AENP or AUP 12:14-1:04 ERU, ERED, or EREN
5 1:04-1:31 AEDP, AENP or AUP 1:31-1:58 ERU, ERED, or EREN
6 1:58-2:25 AEDP, AENP or AUP 2:26-2:52 ERU, ERED, or EREN
7 2:52-3:14 AEDP, AENP or AUP 3:17-3:40 ERU, ERED, or EREN

2 HOUR EARLY RELEASE
Student 7N

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TE or TU 7:55-8:20 AEDP, AENP or AUP
1 8:40-8:57 TEor TU 8:58-9:14 AEDP, AENP or AUP
2 9:14-9:31 TE or TU 9:32-9:48 AEDP, AENP or AUP
3 9:48-10:05 TEor TU 10:06-10:22 AEDP, AENP or AUP
4 10:22-11:13 TE or TU 11:14-12:04 AEDP, AENP or AUP
5 12:04-12:21 TEor TU 12:22-12:38 AEDP, AENP or AUP
6 12:38-12:55 TE or TU 12:56-1:12 AEDP, AENP or AUP
7 1:12-1:26 TEor TU 1:27-1:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-8:58 AEDP, AENP or AUP 8:59-9:14 ERU, ERED, or EREN
2 9:14-9:32 AEDP, AENP or AUP 9:33-9:48 ERU, ERED, or EREN
3 9:48-10:06 AEDP, AENP or AUP 10:07-10:22 ERU, ERED, or EREN
4 10:22-11:14 AEDP, AENP or AUP 11:15-12:04 ERU, ERED, or EREN
5 12:04-12:22 AEDP, AENP or AUP 12:23-12:38 ERU, ERED, or EREN
6 12:38-12:56 AEDP, AENP or AUP 12:57-1:12 ERU, ERED, or EREN
7 1:12-1:27 AEDP, AENP or AUP 1:28-1:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Jefferson City High School

3 HOUR EARLY RELEASE
Student 7N
Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:05 TEor TU 9:06-9:30 AEDP, AENP or AUP
2 9:30-9:55 TEor TU 9:56-10:19 AEDP, AENP or AUP
3 10:19-10:44 TE or TU 10:45-11:08 AEDP, AENP or AUP
4 11:08-11:54 TEor TU 11:55-12:40 AEDP, AENP or AUP
5
6
7
Student OUT
Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:06 AEDP, AENP or AUP 9:07-9:30 ERU, ERED, or EREN
2 9:30-9:56 AEDP, AENP or AUP 9:57-10:19 ERU, ERED, or EREN
3 10:19-10:45 AEDP, AENP or AUP 10:46-11:08 ERU, ERED, or EREN
4 11:08-11:55 AEDP, AENP or AUP 11:56-12:40 ERU, ERED, or EREN
5
6
7
2 HOUR LATE START
Student 7N
Period Sign In Time Code Sign In Time Code
ZH 9:30-9:54 TE or TU 9:55-10:20 AEDP, AENP or AUP
1 10:40-10:57 TEor TU 10:58-11:14 AEDP, AENP or AUP
2 11:14-11:31 TE or TU 11:32-11:48 AEDP, AENP or AUP
3 11:48-12:05 TEor TU 12:06-12:22 AEDP, AENP or AUP
4 12:22-1:13 TE or TU 1:14-2:04 AEDP, AENP or AUP
5 2:04-2:21 TEor TU 2:22-2:38 AEDP, AENP or AUP
6 2:38-2:55 TE or TU 2:56-3:12 AEDP, AENP or AUP
7 3:12-3:26 TEor TU 3:27-3:40 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Code Sign Out Time Code
ZH 9:30-9:55 AEDP, AENP or AUP 9:56-10:20 ERU, ERED, or EREN
1 10:40-10:58 AEDP, AENP or AUP 10:59-11:14 ERU, ERED, or EREN
2 11:14-11:32 AEDP, AENP or AUP 11:33-11:48 ERU, ERED, or EREN
3 11:48-12:06 AEDP, AENP or AUP 12:07-12:22 ERU, ERED, or EREN
4 12:22-1:14 AEDP, AENP or AUP 1:15-2:04 ERU, ERED, or EREN
5 2:04-2:22 AEDP, AENP or AUP 2:23-2:38 ERU, ERED, or EREN
6 2:38-2:26 AEDP, AENP or AUP 2:57-3:12 ERU, ERED, or EREN
7 3:12-3:27 AEDP, AENP or AUP 3:28-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Jefferson City High School

3 HOUR LATE START
Student IN
Period Sign In Time Code Sign In Time Code
ZH 10:30-10:54 TE or TU 10:55-11:20 AEDP, AENP or AUP
1 11:40-11:54 TE or TU 11:55-12:10 AEDP, AENP or AUP
2 12:10-12:24 TE or TU 12:25-12:40 AEDP, AENP or AUP
3
4 12:40-1:11 TE or TU 1:12-1:43 AEDP, AENP or AUP
5 1:43-2:14 TE or TU 2:15-2:46 AEDP, AENP or AUP
6 2:46-3:00 TE or TU 3:01-3:16 AEDP, AENP or AUP
7 3:16-3:27 TE or TU 3:28-3:40 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Code Sign Out Time Code
ZH 10:30-10:55 AEDP, AENP or AUP 10:57-11:20 ERU, ERED, or EREN
1 11:40-11:55 AEDP, AENP or AUP 11:56-12:10 ERU, ERED, or EREN
2 12:10-12:25 AEDP, AENP or AUP 12:26-12:40 ERU, ERED, or EREN
3
4 12:40-1:12 AEDP, AENP or AUP 1:13-1:43 ERU, ERED, or EREN
5 1:43-2:15 AEDP, AENP or AUP 2:16-2:46 ERU, ERED, or EREN
6 2:46-3:01 AEDP, AENP or AUP 3:02-3:16 ERU, ERED, or EREN
7 3:16-3:28 AEDP, AENP or AUP 3:29-3:40 ERU, ERED, or EREN
FINALS DAY 1
Student TN
Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEor TU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:00 TEorTU 9:01-9:20 AEDP, AENP or AUP
2 9:20-10:01 TEor TU 10:02-10:41 AEDP, AENP or AUP
3 10:41-11:02 TE or TU 11:03-11:22 AEDP, AENP or AUP
4 11:22-12:13 TEor TU 12:14-1:04 AEDP, AENP or AUP
5
6 1:04-1:45 TEor TU 1:46-2:25 AEDP, AENP or AUP
7 2:25-3:03 TEorTU 3:04-3:40 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:01 AEDP, AENP or AUP 9:02-9:20 ERU, ERED, or EREN
2 9:20-10:02 AEDP, AENP or AUP 10:03-10:41 ERU, ERED, or EREN
3 10:41-11:03 AEDP, AENP or AUP 11:04-11:22 ERU, ERED, or EREN
4 11:22-12:14 AEDP, AENP or AUP 12:15-1:04 ERU, ERED, or EREN
5
6 1:04-1:46 AEDP, AENP or AUP 1:47-2:25 ERU, ERED, or EREN
7 2:25-3:04 AEDP, AENP or AUP 3:05-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Jefferson City High School

FINALS DAY 2
Student 7N
Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TE or TU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:13 TE or TU 9:14-9:54 AEDP, AENP or AUP
2
3 9:54-10:34 | TE or TU |  10:35-11:14 | AEDP, AENP or AUP
4
5 11:14-11:57 | TE or TU |  11:58-12:40 | AEDP, AENP or AUP
6
7
Student OUT
Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:14 AEDP, AENP or AUP 9:15-9:54 ERU, ERED, or EREN
2
3 9:54-10:35 | AEDP, AENPorAUP |  10:36-11:14 | ERU, ERED, or EREN
4
5 11:14-11:58 | AEDP, AENP or AUP | 11:59-2:40 | ERU, ERED, or EREN
6
7




Out of District
Student IN
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 8:40-9:37 Tardy 9:38-12:00 Absent
2 12:00-1:09 Tardy 1:10-3:40 Absent
Student OU7T
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 8:40-9:38 Absent 9:39-12:00 Tardy
2 12:00-1:10 Absent 1:10-3:40 Tardy







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Nichols Career Center - JCHS

REGULAR SCHEDULE
Student IN

Period Sign In Time Code Sign In Time Code
1 8:40-9:06 TEorTU 9:07-9:34 AEDP, AENP or AUP
2 9:34-10:00 TEorTU 10:01-10:28 AEDP, AENP or AUP
3 10:28-10:54 TEor TU 10:55-11:22 AEDP, AENP or AUP
4 11:22-12:00 TEorTU 12:01-12:40 AEDP, AENP or AUP
5 12:40-1:18 TEor TU 1:19-1:58 AEDP, AENP or AUP
6 1:58-2:24 TEorTU 2:25-2:52 AEDP, AENP or AUP
7 2:52-3:15 TEor TU 3:16-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:40-9:07 AEDP, AENP or AUP 9:08-9:34 ERU, ERED, or EREN
2 9:34-10:01 AEDP, AENP or AUP 10:02-10:28 ERU, ERED, or EREN
3 10:28-10:55 AEDP, AENP or AUP 10:56-11:22 ERU, ERED, or EREN
4 11:22-12:01 AEDP, AENP or AUP 12:02-12:40 ERU, ERED, or EREN
5 12:40-1:19 AEDP, AENP or AUP 1:20-1:58 ERU, ERED, or EREN
6 1:58-2:25 AEDP, AENP or AUP 2:26-2:52 ERU, ERED, or EREN
7 2:52-3:14 AEDP, AENP or AUP 3:17-3:40 ERU, ERED, or EREN

2 HOUR EARLY RELEASE
Student 7N

Period Sign In Time Code Sign In Time Code
1 8:40-8:57 TEorTU 8:58-9:16 AEDP, AENP or AUP
2 9:16-9:33 TEorTU 9:34-9:52 AEDP, AENP or AUP
3 9:52-10:09 TEorTU 10:10-10:28 AEDP, AENP or AUP
4 10:28-10:59 TEorTU 11:00-11:31 AEDP, AENP or AUP
5 11:31-12:02 TEorTU 12:03-12:34 AEDP, AENP or AUP
6 12:34-12:51 TEor TU 12:52-1:10 AEDP, AENP or AUP
7 1:10-1:24 TEorTU 1:25-1:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:40-8:58 AEDP, AENP or AUP 8:59-9:16 ERU, ERED, or EREN
2 9:16-9:34 AEDP, AENP or AUP 9:35-9:52 ERU, ERED, or EREN
3 9:52-10:10 AEDP, AENP or AUP 10:11-10:28 ERU, ERED, or EREN
4 10:28-11:00 AEDP, AENP or AUP 11:01-11:31 ERU, ERED, or EREN
5 11:31-12:03 AEDP, AENP or AUP 12:04-12:34 ERU, ERED, or EREN
6 12:34-12:52 AEDP, AENP or AUP 12:53-1:10 ERU, ERED, or EREN
7 1:10-1:25 AEDP, AENP or AUP 1:26-1:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Nichols Career Center - JCHS

3 HOUR EARLY RELEASE
Student IN

Period Sign In Time Code Sign In Time Code
1 8:40-9:06 TEor TU 9:07-9:34 AEDP, AENP or AUP
2 9:34-10:00 TE or TU 10:01-10:28 AEDP, AENP or AUP
3
4 10:28-11:06 TE or TU 11:07-11:46 AEDP, AENP or AUP
5 11:46-12:12 TEor TU 12:13-12:40 AEDP, AENP or AUP
6
7

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 8:40-9:07 AEDP, AENP or AUP 9:08-9:34 ERU, ERED, or EREN
2 9:34-10:01 AEDP, AENP or AUP 10:02-10:28 ERU, ERED, or EREN
3
4 10:28-11:07 AEDP, AENP or AUP 11:08-11:46 ERU, ERED, or EREN
5 11:46-12:13 AEDP, AENP or AUP 12:14-12:40 ERU, ERED, or EREN
6
7

2 HOUR LATE START
Student IN

Period Sign In Time Code Sign In Time Code
1 10:40-10:55 TEor TU 10:56-11:10 AEDP, AENP or AUP
2 11:10-11:24 TE or TU 11:25-11:40 AEDP, AENP or AUP
3 11:40-11:54 TEor TU 11:55-12:10 AEDP, AENP or AUP
4 12:10-12:48 TE or TU 12:49-1:28 AEDP, AENP or AUP
5 1:28-2:06 TEor TU 2:07-2:46 AEDP, AENP or AUP
6 2:46-3:00 TE or TU 3:01-3:16 AEDP, AENP or AUP
7 3:16-3:27 TE or TU 3:28-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
1 10:40-10:56 AEDP, AENP or AUP 10:57-11:10 ERU, ERED, or EREN
2 11:10-11:25 AEDP, AENP or AUP 11:26-11:40 ERU, ERED, or EREN
3 11:40-11:55 AEDP, AENP or AUP 11:56-12:10 ERU, ERED, or EREN
4 12:10-12:49 AEDP, AENP or AUP 12:50-1:28 ERU, ERED, or EREN
5 1:28-2:07 AEDP, AENP or AUP 2:08-2:46 ERU, ERED, or EREN
6 2:46-3:01 AEDP, AENP or AUP 3:02-3:16 ERU, ERED, or EREN
7 3:16-3:28 AEDP, AENP or AUP 3:29-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Nichols Career Center - JCHS

3 HOUR LATE START
Student IN
Period Sign In Time Code Sign In Time Code
1 11:40-11:54 TEor TU 11:55-12:10 AEDP, AENP or AUP
2 12:10-12:24 TE or TU 12:25-12:40 AEDP, AENP or AUP
3
4 12:40-1:11 TE or TU 1:12-1:43 AEDP, AENP or AUP
5 1:43-2:14 TEor TU 2:15-2:46 AEDP, AENP or AUP
6 2:46-3:00 TE or TU 3:01-3:16 AEDP, AENP or AUP
7 3:16-3:27 TE or TU 3:28-3:40 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Code Sign Out Time Code
1 11:40-11:55 AEDP, AENP or AUP 11:56-12:10 ERU, ERED, or EREN
2 12:10-12:25 AEDP, AENP or AUP 12:26-12:40 ERU, ERED, or EREN
3
4 12:40-1:12 AEDP, AENP or AUP 1:13-1:43 ERU, ERED, or EREN
5 1:43-2:15 AEDP, AENP or AUP 2:16-2:46 ERU, ERED, or EREN
6 2:46-3:01 AEDP, AENP or AUP 3:02-3:16 ERU, ERED, or EREN
7 3:16-3:28 AEDP, AENP or AUP 3:29-3:40 ERU, ERED, or EREN
FINALS DAY 1
Student IN
Period Sign In Time | Code | Sign In Time Code
1
2 8:40-9:13 TE or TU 9:14-9:47 AEDP, AENP or AUP
3 9:47-10:20 TEor TU 10:21-10:54 AEDP, AENP or AUP
4 10:54-11:32 TE or TU 11:33-12:12 AEDP, AENP or AUP
5 12:12-12:50 TE or TU 12:51-1:30 AEDP, AENP or AUP
6 1:30-2:03 TE or TU 2:04-2:38 AEDP, AENP or AUP
7 2:38-3:08 TE or TU 3:09-3:40 AEDP, AENP or AUP
Student OUT
Period Sign Out Time | Code | Sign Out Time Code
1
2 8:40-9:14 AEDP, AENP or AUP 9:15-9:47 ERU, ERED, or EREN
3 9:47-10:21 AEDP, AENP or AUP 10:22-10:54 ERU, ERED, or EREN
4 10:54-11:33 AEDP, AENP or AUP 11:34-12:12 ERU, ERED, or EREN
5 12:12-12:51 AEDP, AENP or AUP 12:52-1:30 ERU, ERED, or EREN
6 1:30-2:04 AEDP, AENP or AUP 2:05-2:38 ERU, ERED, or EREN
7 2:38-3:09 AEDP, AENP or AUP 3:10-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Nichols Career Center - JCHS

FINALS DAY 2
Student IN
Period Sign In Time Code Sign In Time Code
1 8:40-9:12 TEor TU 9:13-9:46 AEDP, AENP or AUP
2
3
4 9:46-10:30 TEorTU 10:31-11:15 AEDP, AENP or AUP
5 11:15-11:57 TEor TU 11:58-12:40 AEDP, AENP or AUP
6
7
Student OUT
Period Sign Out Time Code Sign Out Time Code
1 8:40-9:13 AEDP, AENP or AUP 9:14-9:46 ERU, ERED, or EREN
2
3
4 9:46-10:31 AEDP, AENP or AUP 10:32-11:15 ERU, ERED, or EREN
5 11:15-11:58 AEDP, AENP or AUP 11:59-12:40 ERU, ERED, or EREN
6
7




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In.... , 12:23 pm Sign Out...

Nichols Career Center - JCAC

REGULAR SCHEDULE
Student IN

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:19 TE or TU 9:20-9:59 AEDP, AENP or AUP
2 9:59-10:38 TEorTU 10:39-11:18 AEDP, AENP or AUP
3 11:18-12:10 TE or TU 12:11-1:03 AEDP, AENP or AUP
4 1:03-1:42 TEorTU 1:43-2:22 AEDP, AENP or AUP
5 2:22-3:00 TE or TU 3:01-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:20 AEDP, AENP or AUP 9:21-9:59 ERU, ERED, or EREN
2 9:59-10:39 AEDP, AENP or AUP 10:40-11:18 ERU, ERED, or EREN
3 11:18-12:11 AEDP, AENP or AUP 12:12-1:03 ERU, ERED, or EREN
4 1:03-1:43 AEDP, AENP or AUP 1:44-2:22 ERU, ERED, or EREN
5 2:22-3:01 AEDP, AENP or AUP 3:02-3:40 ERU, ERED, or EREN

2 HOUR EARLY RELEASE
Student IN

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:07 TE or TU 9:08-9:35 AEDP, AENP or AUP
2 9:35-10:02 TEorTU 10:03-10:30 AEDP, AENP or AUP
3 10:30-10:57 TE or TU 10:58-11:25 AEDP, AENP or AUP
4 11:25-12:04 TEorTU 12:05-12:44 AEDP, AENP or AUP
5 12:44-1:11 TE or TU 1:12-1:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:08 AEDP, AENP or AUP 9:09-9:35 ERU, ERED, or EREN
2 9:35-10:03 AEDP, AENP or AUP 10:04-10:30 ERU, ERED, or EREN
3 10:30-10:58 AEDP, AENP or AUP 10:59-11:25 ERU, ERED, or EREN
4 11:25-12:05 AEDP, AENP or AUP 12:06-12:44 ERU, ERED, or EREN
5 12:44-1:12 AEDP, AENP or AUP 1:13-1:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In.... , 12:23 pm Sign Out...

Nichols Career Center - JCAC

3 HOUR EARLY RELEASE
Student IN

Period Sign In Time Code Sign In Time Code
ZH 7:30-7:54 TEorTU 7:55-8:20 AEDP, AENP or AUP
1 8:40-9:01 TEorTU 9:02-9:23 AEDP, AENP or AUP
2 9:23-9:44 TEorTU 9:45-10:06 AEDP, AENP or AUP
3 10:06-10:27 TEorTU 10:28-10:49 AEDP, AENP or AUP
4 10:49-11:22 TEorTU 11:23-11:56 AEDP, AENP or AUP
5 11:56-12:17 TEorTU 12:18-12:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 7:30-7:55 AEDP, AENP or AUP 7:56-8:20 ERU, ERED, or EREN
1 8:40-9:02 AEDP, AENP or AUP 9:03-9:23 ERU, ERED, or EREN
2 9:23-9:45 AEDP, AENP or AUP 9:46-10:06 ERU, ERED, or EREN
3 10:06-10:28 AEDP, AENP or AUP 10:29-10:49 ERU, ERED, or EREN
4 10:49-11:23 AEDP, AENP or AUP 11:24-11:56 ERU, ERED, or EREN
5 11:56-12:18 AEDP, AENP or AUP 12:19-12:40 ERU, ERED, or EREN

2 HOUR LATE START
Student IN

Period Sign In Time Code Sign In Time Code
ZH 9:30-9:54 TEorTU 9:55-10:20 AEDP, AENP or AUP
1 10:40-11:07 TEorTU 11:08-11:35 AEDP, AENP or AUP
2 11:35-12:14 TEorTU 12:15-12:54 AEDP, AENP or AUP
3 12:54-1:21 TEorTU 1:22-1:49 AEDP, AENP or AUP
4 1:49-2:16 TEorTU 2:17-2:44 AEDP, AENP or AUP
5 2:44-3:11 TEorTU 3:12-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 9:30-9:55 AEDP, AENP or AUP 9:56-10:20 ERU, ERED, or EREN
1 10:40-11:08 AEDP, AENP or AUP 11:09-11:35 ERU, ERED, or EREN
2 11:35-12:15 AEDP, AENP or AUP 12:16-12:54 ERU, ERED, or EREN
3 12:54-1:22 AEDP, AENP or AUP 1:23-1:49 ERU, ERED, or EREN
4 1:49-2:17 AEDP, AENP or AUP 2:18-2:44 ERU, ERED, or EREN
5 2:44-3:12 AEDP, AENP or AUP 3:13-3:40 ERU, ERED, or EREN




Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In.... , 12:23 pm Sign Out...

Nichols Career Center - JCAC

3 HOUR LATE START
Student IN

Period Sign In Time Code Sign In Time Code
ZH 10:30-10:54 TEorTU 10:55-11:20 AEDP, AENP or AUP
1 11:40-12:16 TEorTU 12:14-12:47 AEDP, AENP or AUP
2 12:47-1:08 TEorTU 1:09-1:30 AEDP, AENP or AUP
3 1:30-1:51 TEorTU 1:52-2:13 AEDP, AENP or AUP
4 2:13-2:34 TEorTU 2:35-2:56 AEDP, AENP or AUP
5 2:56-3:17 TEorTU 3:18-3:40 AEDP, AENP or AUP

Student OUT

Period Sign Out Time Code Sign Out Time Code
ZH 10:30-10:55 AEDP, AENP or AUP 10:57-11:20 ERU, ERED, or EREN
1 11:40-12:17 AEDP, AENP or AUP 12:18-12:47 ERU, ERED, or EREN
2 12:47-1:09 AEDP, AENP or AUP 1:10-1:30 ERU, ERED, or EREN
3 1:30-1:52 AEDP, AENP or AUP 1:53-2:13 ERU, ERED, or EREN
4 2:13-2:35 AEDP, AENP or AUP 2:36-2:56 ERU, ERED, or EREN
5 2:56-3:18 AEDP, AENP or AUP 3:19-3:40 ERU, ERED, or EREN







Please enter comments in Infinite Campus as follows when using the AEDP, AENP, or AUP codes: 08:15 am Sign In...., 12:23 pm Sign Out...

Nichols - Sending School

Regular Schedule
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 7:55-8:24 TEorTU 8:25-8:55 AEDP, AENP or AUP
2 8:55-9:24 TEorTU 9:25-9:55 AEDP, AENP or AUP
3 9:55-10:24 TEorTU 10:25-10:55 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:55-8:25 AEDP, AENP or AUP 8:26-8:55 ERU, ERED, or EREN
2 8:55-9:25 AEDP, AENP or AUP 9:26-9:55 ERU, ERED, or EREN
3 9:55-10:25 AEDP, AENP or AUP 10:26-10:55 ERU, ERED, or EREN
2 HR Early Release
Student N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 7:55-8:24 TEorTU 8:25-8:55 AEDP, AENP or AUP
2 8:55-9:24 TEorTU 9:25-9:55 AEDP, AENP or AUP
3 9:55-10:24 TEorTU 10:25-10:55 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:55-8:25 AEDP, AENP or AUP 8:26-8:55 ERU, ERED, or EREN
2 8:55-9:25 AEDP, AENP or AUP 9:26-9:55 ERU, ERED, or EREN
3 9:55-10:25 AEDP, AENP or AUP 10:26-10:55 ERU, ERED, or EREN
3 HR Early Release
Student 7N
Period Sign In Time Sign In Code Sign In Time Sign In Code
1 7:55-8:24 TEorTU 8:25-8:55 AEDP, AENP or AUP
2 8:55-9:24 TEorTU 9:25-9:55 AEDP, AENP or AUP
3 9:55-10:24 TEorTU 10:25-10:55 AEDP, AENP or AUP
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:55-8:25 AEDP, AENP or AUP 8:26-8:55 ERU, ERED, or EREN
2 8:55-9:25 AEDP, AENP or AUP 9:26-9:55 ERU, ERED, or EREN
3 9:55-10:25 AEDP, AENP or AUP 10:26-10:55 ERU, ERED, or EREN
2 HR Late Start
Student 7N
Period Sign In Time | Sign In Code | Sign In Time Sign In Code
13 All sending school are coded as Absent unless their home school is in session, then they are
coded as School Activity
Student OUT
Period Sign Out Time I Sign Out Code | Sign Out Time Sign Out Code
13 All sending school are coded as Absent unless their home school is in session, then they are
coded as School Activity
3 HR Late Start
Student 7N
Period Sign In Time I Sign In Code | Sign In Time Sign In Code
13 All sending school are coded as Absent unless their home school is in session, then they are
) coded as School Activity
Student OUT
Period Sign Out Time Sign Out Code Sign Out Time Sign Out Code
All sending school are coded as Absent unless their home school is in session, then they are
1-3 -
coded as School Activity
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Elementary Attendance Letters

Jefferson City Public Schools

Absence and Tardy letters for all Elementary Buildings are generated out of Infinite
Campus based off the criteria below. The following are the steps for how to generate an
attendance letter out of Infinite Campus to be sent home to a parent/guardian.

Letter Criteria

A Tardy or Absence letter will generate out of Infinite Campus when a student has missed the amount of days

listed at the end of the month or the amount of tardies accrued in the month listed below.

Minimum amount of days missed OR

Month amount of Tardies by the end of the
month

September 3
October 5
November 7
December 8
January 10
February 12
March 13
April 16
May 17

Generating a Letter out of Infinite Campus
1) Select the current Year, School, and Calendar

Infinite ({5

Campus

| District Edition

v

School \Belair Elementary School Calendar | 19-20 Belair Elementary School v|

Search Campus Tools

» Student Information

Sonboterbch &

| Online Resources
A link to online resources for Infinite Campus has been added under the Index Tab called JCPS
Campus Staff Resources page. The Office of Student Information Planning and Assessment ha

We will continue to add and update documentation to these pages. If there 1s documentation tha

oo ATl AR QU TIC (S g . e s e S | st ol ettt girin B

2) Under the Index Tab click on Attendance > Attendance Letters

Index

Search Campus Tools

» Student Information

» Census

Search ‘

v Attendance

Ak

Attendance Letters {}j

W R R VY

Attendance

T e
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3) Expand the *(School) Attendance Letters group for your building and select the appropriate Month
Absence or Tardy Letter

Attendance Letter Wizard

To create a new letter, click the New button to set up the attendance letter qualification criteria and pr"

To generate a letter, select a gaved letter and click Preview and Print Letters. A screen with qualifyin;

o
o
Saved Letters
El ch *Belair Attendance Letters A Please enter an End Date. The Start D
automatically. The letter wil only in cI:i
occurring within the provided date r -
[] BEL2-OctAbsence Letter Start Date: _ £
[ BEL 2-Oct Tardy Letter EndDate:| [T p
1 BEL 3-How Absence Letter Duration in Calendar Days: 61 A
(] BEL 3-Nov Tardy Letter _ _ )
| ] BEL 4-Dec Absence Letter e 3
|1 BEL 4-Dec Tardy Letter f
1 BEL 5-Jan Absence Letter = r
T e LSS PSSO S

4) In the End Date field enter the last day of the Month you are running the letter for (i.e. September —
9/30/2018). Once you enter the end date, the start date should populate with the first day of school.

Saved Letters -«

= *Belair Attendance Letters - Please enter an End Date. The Start Date will populate f
autematically. The letter will only include attendance e\rentg
i ithi i ange.

[] BEL 1-Sept Tardy Letter i
[] BEL2-Oct Absence Letter SETDEE CIAIANE 1
[ BEL 2-OctTardy Letter “End Date: 9302019 7] 9
] BEL 3-Nov Absence Letter Duration in Calendar Days: 61 ?
[ BEL 3-Now Tardy Letter >
[] BEL 4-Dec Absence Letter Preview and Print Letters I
| 1 BEL 4-Dec Tardy Letter

1 BEL 5-Jan Absence Letter ~ 1

[ Qe | | Son] [Hovd . om s o s o cpromnst e i maiasn Al

5) Select the Preview and Print Button

Attendance Letter Wizard

To create a new letter, click the New button to set up the attendance letter gualification criteria and printing format. Once a Ieﬂeq

To generate a letter, select a saved letter and click Preview and Print Letters. A screen with qualifying students appears. A Iettt‘

Saved Letters

= *Belair Attendance Letters - Please enter an End Date. The Start Date will populate

automatically. The letter will only include attendance events
occurring within the provided date range.

BEL 1-Sept Tardy Letter

BEL 2-Oct Absence Letter SO CHEAND

BEL 2-Oct Tardy Letter End Date: [9/30:2018 o

BEL 3-Nov Absence Letter inn i =

BEL 3-Nov Tardy Letter

BEL 4-Dec Absence Letter

BEL 4-Dec Tardy Letter
el M s P e

(Y Y Y Y

\“ ek W TS
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6) Review the list of students that met the criteria of the letter. Unselect any student you do not want a letter
to generate for.
*NOTE: It is important to unselect students you do not plan to send a letter to, as the system will create a
record indicating that a letter has been sent and will be displayed on the Profile tab and Contact Log
reports.

a. All students who meet the attendance letter criteria, whether currently active students or have
ended enrollment since the last time the attendance letter was printed, are included in the
letter.

i. For students who meet the letter criteria but have since ended enrollment in the
current calendar, their names display in red with the word withdrawn.
ii. For students who meet the letter criteria in a previous calendar, their names display in
red with the word end dated.
Attendance Letter Wizard
Select the students that may receive a printed attendance letter. By default, students that have already received this letter will be unchecked, and a new letter will not b
Click Print Letters to access options for sorting and posting information to the PLP Contact Log. i

Students who have only a non-Primary service type enrollment in this calendar have an asterisk next to their grade level. Students whose enrollment or calendar end d@
-

Name: ~ | Grade # | Qualified i

10 08/31/2015 !
I 12 09/01/2015 1
12 09/01/2015 ?
10 09/01/2015 ;
t (withdrawn) 12 09/08/2015 4
e e YT M—._u“r-ﬁ’ T Y _"

7) If this is not the first time this letter is run, you will see information in the Printed, Logged Contact and
Reset columns displaying when the letter generated and was printed for these students. To hide these
students select the Hide printed student’s checkbox.

¥ - BEL 1-5ept Ab: Letter D Hide printed students ‘
Name ~ | Grade # | Qualified - | Printed # | Logged Contact % | Reset -
K 08/2212018 i
05 0623/2018 >
il g At M b ot glas P il i B et J_.J'_A_,"-ﬁ-—;_‘-'

8) Select the Preview button to review the letters and the format before printing.

M us UBIowW AU 6
K 08/06/2018
02 09/06/2018
05 08/M10/2018 4
K 091012018
05 08/M10/2018
05 0910/2018 3
04 08/M10/2018

Back Export Print Letters

v
1
W N NP Y G Sy e P S Y ._.‘A."MMJ
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9) Select the Print Letters button when your list is accurate.
a. Sort by Student Name or Zip
b. Contacted by — Principal Name
c. Update PLP Contact Log — Yes
i. Setting this to Yes will automatically create a contact a contact log record that will
display in various locations in the product.
5

Student Name

| Zip
Sort printed letters by: Student Name S
Contacted by* I:@\r

Update PLP Contact Log: Miller, Valerie

Milholin, Elizzbeth
L3

Close Print
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Enrollment and Attendance JCﬁg

Procedures for Prenger Classroom Students

Below are enrollment, schedule, and attendance procedures for In-District and Out of District students
who are attending the classroom at the Prenger Center. If a student is at the Prenger Center, but not
getting instructional services in the classroom, please see the Detention students NOT attending
Prenger Classroom section below.

Contents
In-District Students attend Prenger Classroom (not including homebound placements) ........ccccceecvvevieeecveescieenns 2
ENTOIIMENT PrOCESS ...ttt et ettt ettt e s e st e e st e s bt e e sae e e s bt e e sabeesabeesabeeesabeeebeeesnseesaseeesareesanes 2
Yol T=To [ LT T TP PP PRTOVORTOPPOPRI 2
N A 7= oo o ol T O OO PP U USRI U PSSP 2
Out-of-District Students attending Prenger ClassrOOmM ........icuuiiiiiiieee e cccieee ettt e st e e e siee e e s ssrtae e s ssreaeeesseneeeeans 3
ENTOIIMENT PrOCESS .. ueieeetie ettt ettt ettt ettt s e st e s bt e s bt e e s ate e s bt e e sabeesabeesabbeesabeeebbeennbeesasaeesaseesnses 3
Yol s T=To [ LT OO O T T OO T T TP U PO PPTOUPPRTOPPPROPPON 3
ATEENTANCE. ..ttt ettt et e s e e s b et e s bt e s bt e e bt e e s bt e e hb e e s bt e e be e e e b e e e bt e e ahtee e beeeeabeesbeeenbeesbeeeneeas 4
(DT o JN o o ol =1 PPPPPPPPPPRS 4
Resident Prenger Students Who Attend JCPS SChOOIS .....ccuuiiiiiiiiecctee ettt e e ree e s e s e 5
ENTOIIMENT PrOCESS .. .eteiiiieeiee ettt ettt ettt e s e st e e s bt e s bt e e s ate e s bt e e sabeesabeeeabbeesabeeeasbeenabeesasaeesabeesnnes 5
Yol s T=To [ L= O O T O PO T T TP PP PPTOUOPOTOPPPROPRON 5
FAN =10 Lo 1 Lol T TSRO PO 5
(DT o] oI o ool =1 YOS PT TR PPPPPTPPR 5
In-District Students attend Prenger Classroom on Homebound Placement.........c.cooevieeiiiiiiieccciiee e 5
ENFOIIMENT PrOCESS ...ttt sttt et ettt st st et b e b e e s be e s ae e s e e sare e reesbeesanesanesane 5
Yol o =T [0 =TT P P UR P PRSP 5
FAN =10 Lo -1 Lol T OO RTO PO 6
In-District Prenger students NOT attending Prenger Classroom (i.e. Detention) .......ccccccceeeceeeecieeccieeesieeecire e 6
ENFOIIMENT PrOCESS ...ttt sttt et ettt st st et b e b e e s be e s ae e s e e sare e reesbeesanesanesane 6
Yol o =T [0 =TT P P UR P PRSP 6
LN 4 (=] oo T o ol T PSPPSR URUROPPTOP 6
Summer School Procedures (In-District & Out-of-District SEUAENTS)....cccuvviiiiiiiiiiiiieie ettt 6
Yo 113 =T o A o o Yol TR TUPTOPS RPN 6
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In-District Students attend Prenger Classroom (not including homebound
placements)

Enrollment Process

1. Students will remain enrolled in their regular school calendar
a. If student’s schedule changes in the amount of time they are on school property while at Prenger,
student needs a part time enrollment with the appropriate part time percentage. Be sure to create the
new enrollment before end dating the old enrollment.

Schedule

1. The appropriate JCPS School will schedule students into a Prenger course section in the regular school
calendar.
e Course:

o High School, Simonsen, JCAC:
= 8004 E2020-Prenger
o Middle School:
= 9881P Prenger Attendance
o Elementary:
= 9881P_ES Prenger Attendance

e Section: Roster student into an all-day section in the classes listed above for the appropriate school.
o High School, Simonsen, JCAC:
= |f a student is taking specific E2020 classes, schedule the appropriate V course in the ZH
block of the student’s schedule.
o Middle School:
= [f a student is working on specific course work, either teacher-directed or E2020,
schedule the student into the appropriate P course listed below.

e 9882P Prenger Encore e 9885P Prenger Social Studies
e 9883P Prenger Science e 9886P Prenger Reading
e 9O884P Prenger Language Arts e 9887P Prenger PE

e Primary Teacher: Prenger Classroom Teacher

NOTE: If the student is not attending that class for the full length of time, a different section will need
to be created with the appropriate time marked in the section placement boxes based on how long the
student is attending the class. Additionally, a new enrollment will need to be created to reflect the
percentage of time a student is enrolled. Please reference Entering a Part-time Enroliment.

Attendance
1. Initial Attendance will be marked by the classroom teacher

NOTE: The classroom teacher will enter the arrival and/or departure time in the comments. If the classroom
teacher misses putting attendance in for students, they will contact the building Attendance Secretaries

2. Attendance will then be verified by the School attendance secretary
o Verify the time entered in the comments using the Tardy/Absent Chart for your building
o If the teacher enters a comment (other than the arrival/departure time)— Documented
o If teacher does not enter comment — Not Documented

Page 2 of 8 Office of Student Information, Planning and Assessment Modified 7/3/19



Out-of-District Students attending Prenger Classroom

This includes students who are not currently enrolled in our district and reside in our district
boundaries prior to being placed at Prenger (e.g. Helias Students)

Enrollment Process

1. Classroom Teacher (Prenger Classroom Teacher) brings the Student Information Form (that is filled out by
the student’s legal guardian) to the Welcome Center.

2. Classroom Teacher (Prenger Classroom Teacher) informs Welcome Center of the student’s official start date.

3. Welcome Center processes the Student Information Form (enters enrollment and household information into
Infinite Campus)
e Students will be enrolled into the Prenger Calendar
o If astudentis not attending for the full day, a part-time enrollment will need to be created.
o Enterinformation on the Enrollment and Central Enrollment tabs.
e Students will be added to the Prenger Household
o Michael Couty and Heather Erickson are connected to the student in the household and given
the relationship of “caseworker”
NOTE: Do NOT mark “mailing” — no mail is to be sent to the Prenger Center
o Add the student’s other caseworkers as non-household contacts
e Do not enter any information into the Misc. or Transportation tabs.

4. Welcome Center requests records from the previous school and asks that those records be sent to the Special
Services Office for review. Welcome Center then scans the SIF and the Request for Records on to the SIPA
folder on the Central Enrollment server.

5. Welcome Center emails Special Services that a student has been enrolled.

6. Welcome Center gives the hard copy of the Student Information Form and the Request for Records Form to
the Office of Special Services.

7. The Special Services Office creates the student’s file.

NOTE: At the end of every three months, the Special Services Office will forward any end dated student
records to the appropriate JCPS School building for record retention.

Schedule

1. Special Services Office will schedule students into TWO Prenger course sections in the Prenger calendar
e Course: 2P Prenger

e Sections: Section 1: 8:40 AM —12:00 PM
Section 2: 12:00 PM - 3:40 PM

NOTE: If the student is not attending class for the full section length, contact the Office of Student
Information Planning and Assessment to create a new section based on the time the student is
attending class. Once the new section has been created, schedule the student into the newly created
section.

e Primary Teacher (Prenger Classroom Teacher)
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Attendance
1. Initial Attendance will be marked by the classroom teacher (Prenger Classroom Teacher)

Prenger

Out of District
Student TN
Sign In Time Sign In Code Sign In Time Sign In Code
8:40-9:37 Tardy 9:38-12:00 Absent
12:00-1:09 Tardy 1:10-3:40 Absent
Student OUT
Sign Out Time Sign Out Code |Sign Out Time| Sign Out Code
———== | B = | SR e A e
8:40-9:38 Absent 9:39-12:00 Tardy
12:00-1:10 Absent 1:10-3:40 Tardy

2.

NOTE: If the classroom teacher misses putting attendance in for students, they will contact the Office of
Special Services with the attendance for the days that were missed.

Attendance will then be verified by the Office of Special Services
a. AE: Absent Excused
b. TE: Tardy Excused

Drop Process

1. When a student leaves Prenger, the classroom teacher (Prenger Classroom Teacher) notifies the Special
Services Office
2. The Special Services Office enters the End Date, End Status, Transfer To District, Transfer To School, and End
Comments on the enrollment record for that student based upon the Receiving School portion of the Grade
Transcript form (Appendix A) received from Prenger.
NOTE: If no information is known about the receiving school, an end status of D06: Drop not known to
be continuing is entered.
3. The Special Services Office will email the Welcome Center to notify them of the student’s move.
4. The Welcome Center end dates the student’s membership in the Prenger household.
5. The Special Services Office adds the Grade Transcript form to the student’s file and holds the records

Page 4 of 8

awaiting the request for records. At the end of every three months, the Special Services Office (Letha Piper)
will forward any end dated student records to the appropriate JCPS School building for record retention.

NOTE: When/If a JCPS School receives the records request from the school that the student has
transferred to, the JCPS School will check to see if they are in possession of the student’s file. If not, the
JCPS School will forward the records request to the Special Services Office to provide the records to the
receiving school. If the receiving school was unknown at the time of discharge, then the Special Services
Office or the JCPS School that completes the records request changes the drop end status to an
appropriate transfer end status and enters the Transfer To District, Transfer to School, and the
appropriate comments.
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Resident Prenger Students Who Attend JCPS Schools

Enrollment Process

1. If at any point the student transitions from attending classes at Prenger to attending classes in a JCPS school
building, the classroom teacher (Prenger Classroom Teacher) will notify the Special Services Office and the
appropriate building of the transfer and send someone with legal authorization to enroll the student to the
appropriate building.

2. The JCPS school secretary collects the required enrollment documents (Household/Census Form, Health
Form, Technology Usage Agreement Form, Media Release Form, etc.) from the legal guardian and enters the
data into Infinite Campus. The secretary also creates the student’s enrollment in that building’s calendar.

3. The student should already be in the Prenger household, but “mailing” will now need to be marked.

Schedule
1. The appropriate JCPS School will schedule the student into an appropriate school schedule

Attendance
Attendance will be marked by the regular school attendance secretary.

Drop Process

1. When a student leaves the school building, the JCPS school secretary enters the End Date, End Status,
Transfer To District, Transfer To School, and End Comments on the enrollment record for that student.

NOTE: If no records request has been received, an end status of D06: Drop not known to be continuing
is entered. When/If the JCPS School receives the records request from the school that the student has
transferred to, the JCPS School will send the records and change the drop end status to an appropriate
transfer end status and enters the Transfer To District, Transfer to School, and the appropriate
comments.

2. The JCPS school secretary will also end date the student’s membership in the Prenger household.

In-District Students attend Prenger Classroom on Homebound Placement

Enrollment Process
1. Students will remain enrolled in their regular school calendar

Schedule

1. The appropriate JCPS School will schedule students into a Prenger course section in the regular school
calendar.
o Course:

o High School, Simonsen, JCAC:
= 8004 E2020-Prenger
o Middle School:
= 9881P Prenger Attendance

e Section: Roster student into an all-day section in the classes listed above for the appropriate school.
o High School, Simonsen, JCAC:
= [f a student is taking specific E2020 classes, schedule the appropriate V course in the ZH
block of the student’s schedule.
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o Middle School:
= [f a student is working on specific course work, either teacher-directed or E2020,
schedule the student into the appropriate P course listed below.

e 9882P Prenger Encore e 9885P Prenger Social Studies
e 9883P Prenger Science e 9886P Prenger Reading
e 9O884P Prenger Language Arts e 9887P Prenger PE

e Primary Teacher: Prenger Classroom Teacher

NOTE: If the student is not attending that class for the full length of time, a different section will need
to be created with the appropriate time marked in the section placement boxes based on how long the
student is attending the class. Additionally, a new enroliment will need to be created to reflect the
percentage of time a student is enrolled. Please reference Entering a Part-time Enrollment.

Attendance

3. Initial Attendance will be marked by the school secretary using the H: Homebound code for the length of
time the student will be on homebound.

In-District Prenger students NOT attending Prenger Classroom (i.e. Detention)

Enrollment Process
1. Students will remain enrolled in their regular school calendar

Schedule
1. Student will remain in their schedule

Attendance

1. The school attendance secretary will mark the student’s attendance as INC+: Incarcerated with Services for
the length of time the student is at Prenger but not in the Prenger Classroom.

NOTE: Prenger Classroom teacher is instructing these students outside of the school day, therefore we can
collect attendance on them.

Summer School Procedures (In-District & Out-of-District Students)

Enrollment Process

Students will be enrolled in the Prenger Summer School calendar. The Primary Teacher (Prenger Classroom
Teacher) will send a list of enrollees to the Welcome Center.

Schedule

1. Special Services Office will schedule students into TWO Prenger course sections in the Prenger calendar
e Course: 3P: Summer Drug Court

e Sections:
O Section1:8:30-11:30
O Section2:11:30-2:30

e Primary Teacher: Prenger Classroom Teacher
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Attendance

4. Initial Attendance will be marked by the classroom teacher (Prenger Classroom Teacher)
e AE: Absent Excused
O Used when a student misses half or more of the class
O Arrives between 10:00 — 11:30 or Leaves between 8:30 — 10:00
OR
O Arrives between 1:00 — 2:30 or Leaves between 11:30 - 1:00
e TE: Tardy Excused
O Used when a student misses less than half of the class
O Arrives between 8:30 — 9:59 or Leaves between 10:01 - 11:30
OR
O Arrives between 11:30 — 12:59 or Leaves between 1:01 —2:30

5. Attendance will then be verified by the Office of Special Services
NOTE: If the classroom teacher misses putting attendance in for students, they will contact the Office of
Special Services with the attendance for the days that were missed.

Drop Process

1. When a student leaves Prenger, the classroom teacher (Prenger Classroom Teacher) notifies the Office of
Special Services.

2. The Special Services Office enters an end date and end status of RO01: Remained Advanced on the
enrollment record for that student.

3. The Special Services Office will email the Welcome Center to end date the student’s membership in the
Prenger household.
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Appendix A: Grade Transcript Form

GRADE TRANSCRIPT
From Jefferson City Public Schools
at Prenger Family Center, 400 Stadium Blvd., Jefferson City, MO 63101

One form per student 13 to be completed within 48 howrs of release and emailed to letha piper@jeschoels us
or fax to 373-632-3473

Stdent’s Legal Name: Grade:
Birth Date: Gender: Male  Female
First dav in class: Last day in class:

Ethnicity: Asian  Black Hispanic Indian White Multi Other Pac. Island

SCHOOL DISTRICT RECEIVING STUDENT:

NAME: FAX:
ADDRESS:
CITY: ZIP:

PERCENTAGES EARNED FOR CLASSES TAUGHT:

PE:

ENGLISH MATH CAREER EXPLORATIONS
E20/20 Course Percentage Earned
E20/20 Course Percentage Eamed
E20/20 Course Percentage Earned
E20/20 Course Percentage Earmed
E20/20 Course Percentage Earned
E20/20 Course Percentage Earned
Academic Teacher’s Signature: Date:
Comments:

Grading Table: A =93--100% / A- =00--92% / B+ = 87--80% /B = 83--8(% / B- = 8§0--82% /
C+=77--T9% /C=73--76% /C-=70--72% / D+ = 67--69% / D = 63--66% / D- = 60--62%
'F =< 39% and below /
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In-District Students

Enrollment Process

1. Student’s needs to be placed in a part time enrollment with a Percent enrolled of 28%. Be sure to create the
new enrollment before end dating the old enrollment.

Schedule

1. The appropriate JCPS School will schedule students into a Prenger course section in the regular school
calendar.
e Course:

o High School, Simonsen, JCAC:

= 8005 E2020-Preferred Family
o Middle School:

= 1P Preferred Family

e Section: Roster student into a 2 hour section in the classes listed above for the appropriate school.
NOTE: High School, Simonsen, JCAC: If a student is taking specific E2020 classes, schedule the
appropriate V course in the ZH block of the student’s schedule.

Attendance
1. Initial Attendance will be marked by the classroom teacher

NOTE: The classroom teacher will enter the arrival and/or departure time in the comments. If the classroom
teacher misses putting attendance in for students, they will contact the building Attendance Secretaries

2. Attendance will then be verified by the School attendance secretary
o Verify the time entered in the comments using the Tardy/Absent Chart for your building
= |f the teacher enters a comment (other than the arrival/departure time)— Documented
= |f teacher does not enter comment — Not Documented

Out-of-District-Students

This includes students who are not currently enrolled in our district and reside in our district
boundaries prior to being placed at Preferred Family (e.g. Helias Students)

NOTE: Per the District’s auditor, we are able to consider Preferred Family students as receiving homebound
services, from an attendance perspective. This decision became effective at the start of the 15-16 school year.
Enrollment, schedule and attendance procedures have been updated to reflect this change.

Enrollment Process

1. Special Services Office (Letha Piper) brings the Student Information Form that is filled out by the student’s
legal guardian or Preferred Family to the Welcome Center.

2. Special Services Office (Letha Piper) informs Welcome Center of the student’s official start date.

3. Welcome Center processes the Student Information Form (enters enrollment and household information into
Infinite Campus).
e The students will be enrolled into the Preferred Family Calendar
o Part-Time Enrollment with a Percent Enrolled of 28%
e Students will be added to the Preferred Family Household
NOTE: Do NOT mark “mailing” — no mail is to be sent to Preferred Family
e Do not enter any information into the Misc. or Transportation tabs.
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4. Welcome Center requests records from the previous school and asks that those records be sent to the Special
Services Office for review. Welcome Center then scans the SIF and Request for Records on to the SIPA folder
on the Central Enrollment server.

5. Welcome Center emails Special Services (Letha Piper) that the student has been enrolled.

6. Welcome Center gives the hard copy of the Student Information Form and Request for Records Form to the
Office of Special Services.

7. The Special Services Office (Letha Piper) creates the student’s file.

NOTE: At the end of every three months, the Special Services Office (Letha Piper) will forward any end
dated student records to the appropriate JCPS School building for record retention.

Schedule

1. Special Services Office (Letha Piper) will schedule students into ONE Preferred Family course section in the
Preferred Family calendar
e Course: 1P Preferred Family

e Sections: Section 1: 8:00 AM — 10:00 PM
Section 2: 10:00 PM — 12:00 PM

Attendance

3. Initial Attendance will be marked by the secondary teacher (Tracy Jameson)
e AE: Absent Excused
O Used when a student misses half or more of the class
O Arrives between 9:00-10:00 or Leaves between 8:00-9:00
OR
O Arrives between 11:00 — 12:00 or Leaves between 10:00 - 11:00
e TE: Tardy Excused
O Used when a student misses less than half of the class
O Arrives between 8:00-8:59 or Leaves between 9:01-10:00
OR
O Arrives between 10:00 — 10:59 or Leaves between 11:01 — 12:00

4. Attendance will then be verified by the Office of Special Services.

Drop Process

1. When a student leaves Preferred Family, the classroom teacher (Tracey Jameson) notifies the Special
Services Office (Letha Piper).

2. The Special Services Office (Letha Piper) enters the End Date, End Status, Transfer To District, Transfer To
School, and End Comments on the enrollment record for that student based upon the Receiving School
portion of the Grade Transcript form (Appendix A) received from Preferred Family.

NOTE: If no information is known about the receiving school, an end status of DO6: Drop not known to
be continuing is entered.

3. The Special Services Office (Letha Piper) will email the Welcome Center to notify them of the student’s
move.

4. The Welcome Center end dates the student’s membership in the Preferred Family household.

5. The Special Services Office adds the Grade Transcript form to the student’s file and holds the records
awaiting the request for records. At the end of every three months, the Special Services Office (Letha Piper)
will forward any end dated student records to the appropriate JCPS School for record retention.
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NOTE: When/If a JCPS School receives the records request from the school that the student has
transferred to, the JCPS School will check to see if they are in possession of the student’s file. If not, the
JCPS School will forward the records request to the Special Services Office (Letha Piper) to provide the
records to the receiving school. If the receiving school was unknown at the time of discharge, then the
Special Services Office or the JCPS School that completes the records request changes the drop end
status to an appropriate transfer end status and enters the Transfer To District, Transfer to School, and
the appropriate comments.

Summer School Procedures (In-District & Out-of-District Students)

Enrollment, Schedule, Attendance Process
Follow the Enrollment, Schedule and Attendance Processes above during Summer School.

Drop Process

1. When a student leaves Preferred Family, the secondary teacher (Tracy Jameson) notifies the Special Services
office (Letha Piper).

2. The Special Services Office (Letha Piper) enters an end date and end status of RO01: Remained Advanced on
the enrollment record for that student.

NOTE: If the student is enrolled with Preferred Family past the last day of summer school, but leaves
Preferred Family before the start of the new school year, a Transfer end status will need to be used.

3. The Special Services Office will email the Welcome Center to end date the student’s membership in the
Preferred Family household.
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Appendix A: Grade Transcript Form

GRADE TRANSCRIPT
from Jefferson City Public Schools
at Preferred Family Healthcare, 101 Adams, Jefferson Cityv, MO 65101

One form per student is to be completed within 48 hours of release and emailed to letha piper@jcschools us,
or fax to 573-632-3475

Student’s Legal Name: Grade:

Birth Date: Gender: Male  Female
First day in class: Last day in class:

Ethnicity: Asian Black Hispanic Indian White Multi Other Pac Island

SCHOOL DISTRICT RECEIVING STUDENT:

NAME: FAX:
ADDERESS:
CITY: ZIP:

PERCENTAGES FOR BASIC SKILLS CLASSES TAUGHT:

E20/20 Course Percentage Earned
E20/20 Course Percentage Earned
Intro to Art

Healthy Living

Academic Teacher s Signature: Date:

Comments:

Grading Table: A =93--100% / A-=90--92% /B+=87--89% /B =83--86% / B-=80--82%/
C+=77--79% /C=73--7T6%/ C-=T0--72% / D+ =67-69% /D = 63--66% / D- = 60--62%
/F == 39% and below /
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Virtual and Online Learning
Enrollment & Scheduling

Contents
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General Information

o The district uses the E2020 program for its virtual coursework. A teacher monitors and scores the
coursework as the student progresses.
e The following range will determine the amount of attendance the district can claim on a student taking
virtual courses.
o 100% Course Completion =94% attendance claimed
o 50-99% Course Completion= 47% attendance claimed
o 0-49% Course Completion= 0% attendance claimed
e Two types of subject level courses
o Online Learning
= Student is in seat during the regular school day under the direct supervision of a
certified teacher working on online coursework in a classroom setting.
o Virtual
= Student is on- or off-site independently working on coursework in an online
environment.
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Courses

e Roster Courses
o Students completing E2020 course work during the regular school day under the direct
supervision of a certified teacher will be rostered to a Study Skills, Jay Time, or Cavalier Time
class in the school calendar.
= Attendance will be taken during class time via this course
o Students completing E2020 courses work outside of a designated classroom will be rostered into
one of the following courses.
= 8000 E2020
e Attendance is tracked through this course
e There are no grades linked to this course.
= 8002 E2020-Homebound
e Attendance is tracked through this course if student is on homebound and not
exclusively working on E2020. Attendance is not tracked through this course if
the student is exclusively working on E2020; student attendance gets calculated
based off virtual attendance rules
e There are no grades linked to this course.
= 8003 E2020-Virtual
e No attendance is tracked through this courses, students attendance gets
calculated based off virtual attendance rules
e There are no grades linked to this course.
= 8004 E2020-Prenger
e Attendance is tracked through this course if NOT enrolled at JCAC ASP. If
student is enrolled in JCAC ASP, attendance gets calculated based off virtual
attendance rules
e There are no grades linked to this course.
= 8005 E2020-Preferred Family
e Attendance is tracked through this course if NOT enrolled at JCAC ASP. If
student is enrolled in JCAC ASP, students attendance gets calculated based off
virtual attendance rules
e There are no grades linked to this course.
= 8006 E2020-SSC
e Attendance is tracked through this course if NOT enrolled at JCAC ASP, , if
student is enrolled in JCAC ASP students attendance gets calculated based off
virtual attendance rules
e There are no grades linked to this course.
e Subject Courses
o Students will also be scheduled into subject-level courses into the V/OL period.
o Subject-level course numbers are designated with the following code
=  Online Learning “OL":
e Student is under the direct supervision of a certified teacher working on
coursework in an online environment.
e Can collect full attendance based on student presence/absence.
e Course Tab : Online Learning field is set to Blank or No
= Virtual “v”:
e Student is on- or off-site independently working on coursework in an online
environment.
e Virtual attendance calculations apply
e Course Tab: Online Learning Field is set to Yes
e Section Tab: Delivery Method is set to V:Virtual Class
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Enrollment

e Online Learning

o Full-time Online Learning
= Percent Enrolled = 100
o Part-time Online Learning
=  Use the number of periods scheduled in the regular school day and refer to the Percent
Enrolled chart on the Entering a Part-Time Enrollment documentation (pg. 7)
o NOTE: Anytime the number of periods attending changes, a new enrollment with a new
percentage would need to be created

e Virtual

o Full-time during the school day with additional Virtual Classes
= Percent Enrolled = 100

o Full-time Virtual (7 virtual classes being taken at one time)
= Percent Enrolled = 100

o Part-time Virtual

= Use the number of virtual classes scheduled and refer to the Percent Enrolled chart on
the Entering a Part-Time Enrollment documentation (pg. 7).

Scheduling

e Schedule students based on the following guidelines

o Online Learning: Student is in seat during the regular school day under the direct supervision of
a certified teacher working on online coursework in a classroom setting.
= Attendance Course (i.e. E2020)

Scheduled in a period during the school day

= “OL” Credit Course(s)

Scheduled in the V/OL period (non-instructional period)
If student doesn’t complete 100% of the course work, nothing else needs to be
done
If student completes 100% of the course work, enter a posted grade for the
course under the Course > Section > Grading by Student

o Grade will be posted to transcript at the end of the term

o Virtual students: Student is on- or off-site independently working on coursework in an online

environment.

= “V” Credit Course(s)

Scheduled in the V/OL period (non-instructional period)
If student completes less than 50% the course work, enter roster end date the
same as the roster start date
If student completes from 50% to 99% of the course work, nothing needs to be
done
If student completes 100% of the course work, enter a posted grade for the
course under the Course > Section > Grading by Student

o Grade will be posted to transcript at the end of the term
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Campus Calculations (calculating for V courses only)

e Course requirements

o Online Learning field must be set to Yes in the Course Tab
*Note this does not refer to the OL course numbers in Infinite Campus

o Does not need to be marked for attendance; the period does not have to be marked as
instructional.

e The Regular Hours Attended field uses the following logic for Virtual Attendance: X minutes / 60 =
hours, which is then multiplied by either .47 (if there is no transcript entry) or .94 (if there is a transcript
entry). This value is calculated into the Regular Hours Attended field.

o Once the initial calculation is complete, Transcript entries are reviewed.

= During the selected year for a course marked as Online, if a Transcript entry exists, all
hours for which the student was enrolled in that course/section are calculated. 94% of
those hours are added to the first attendance calculation for the Regular Hours
Attendance value.

= [f there is no transcript entry for a course marked as Online, all hours of the
course/section are calculated, and 47% of those hours are added to the first attendance
calculation.

= |f the student's roster start date and end date are the same, hours are not calculated.

o If multiple online courses are scheduled (aka skinnied) into a period, the full period is counted
for each course. Ex: 2 online courses skinnied into a period with 60 minutes, each course will
calculate the 60 minutes.

o A students’ attendance is calculation as usual, minus all courses and course sections marked as
Online. Non-instructional minutes are not calculated.

o The Regular Hours Attended value cannot exceed the Calendar Instructional minutes. Regular
hours attended must equal calendar minutes if they exceed calendar instructional minutes for
the entire calculation.

e Regular hours absent does NOT calculate absent hours for virtual classes. An absent calculation is not
done for online courses, even if there is an absence for the period.

o JCPS manually adds absence hours based on the following

= 6% absence for each .5 credits earned
= 3% for students who have completed 50% or more of a class with 0 credits earned
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Drop for non-attendance

Jefferson City Public Schools

Students who have been absent for more than 20 consecutive CALENDAR days may be dropped
from Infinite Campus, provided the appropriate steps have been taken to get the student back in

school.

IMPORTANT: If the student has an IEP, you MUST contact the Case Manager to verify that there
are no further actions taking place with the student (i.e. IEP meeting.) If there is a planned
meeting, or other action pending, do NOT drop the student until at least the date of the meeting

and/or action. In these instances, the last day will be the date of the last action, NOT the last day

of attendance.

Save & Upload Attendance Report

. Run the Period Detail report for Day Summary on the student
Student Information > General > Attendance Tab > Period Detail button
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Generate Report | -
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The report will pull up in a PDF. Save the report to the computer.
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. Upload the report into Documents on the Attendance tab
Student Information > General > Attendance > Documents button
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Select the Upload Document button and then select the Add File button
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=
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Name the document and give it a description. *NOTE: Please do not use special characters in the name
of the file as this can cause issues when uploading the file.* Suggested file name: Attendance records
Nov 2015; Suggested Description: Student Period Attendance Detail for Drop

Then select Upload.

Upload Document

Upload Documents

I _| Name

Description

Campus Tool

Size i

w Attendance records N

Student Period Attend:

Student Information > General = Altendance

175 MB

Add Files Max File Size: 2MB

D I consentto be bound by the Terms and Conditions of the Acceptable Use Policies of both the District and Infinite Campus.

Cancel|  Upload ‘

Grades 9-12: Document Attendance Communication Attempts

. Student Information > General > Attendance Documentation

o

o O O

* Student Information

Lockers

General :
Restraint or Removal

Meetings

Date

Select New Status
Enter Date Contact was made
Select type of contact
Enter the name of the person who made the contact and any notes needed

Graduation

| Adtribute

Athletics AdHoc Letters Waiver

Records Transfer Misc

Central Enrollment JCPS Waivers Person Documents 21st Century Grant

¥ Counseling
I MNew Status | Save Delete Documents
General

Custom Status Data List

|V‘ﬂlue

ER 911

LEP Senvices

Attendance Documentation

BlankForms
Academic Planning
88T
» Program Participation
» Health

Medicaid

»PLP
» Response to Intervention

» Special Ed

*Status Date

09/05/2017 [T=

Element Selector

Student Locator

* Reports Parent Conference
> Census Counselor Followup/SST Intervention
» Behavior 8-Day Letter
* Health Home Visit
» Attendance Juvenile Court Contacted 3
» Scheduling
Y Foayy Ty e oy . - oy S e Jr— -~ A

et b it i o
a3

Attendance Documentr tion
- *Status Date

08/05/2017 [T

 Phone Cor

ntact

Element Selector
|Pr|nne Contact vl

Lauren YYingmiller: Contacted mom to discuss students attendance issues|

P

v PP
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Student Enrollment

. End Date the Student’s Enrollment

*NOTE: Be sure to save the Attendance Sheet first. Once the enrollment has been deleted, the attendance
record will be lost

O End Date should be the last day the student attended OR date of last action taken on an IEP/504
student, whichever is more recent.

O End Status will be a DO1: Dropped Out: Other

= [f there has been information given that the student has moved but no record request has
been received use the D06: Moved not known continuing end status.
O Specify in End Date comments "Due to Non-Attendance"
*See End Status Documentation for full details

[ifadHoc Letters | Waiver | [5A Plus OLD | Records Transfer | [3Misc| (SER911| [3LEP| 3Services| —3A Plus| (R
= v| Enrolments | ' | Lt | Flags(formerly | E¥'Grades | Transcript | Cradit Sund

[ Save ¥ Delete = Print Enrcliment History [ ] New ] New Enrollment History
Enroliment Editor

Edit | Grade Type | Calendar Start Date End Date
E P 12-13 Jefferson City High Scho 081612012
[E3 [E] P 11-12 Simensen Ninth Grade Cen oanaizon 05/21/2012 |a
£ 08 P 10-11 Thomas Jefferson Middle 08M7I2010 os/27izon
B‘ o7 P 08-10 Thomas Jefferson Middle 08/19/2009 09/25/2009 -
= General Enroliment Information
Calendar Schedule (read only) *Grade Class Rank Exclude

12-13 Jefferson City High Scho Main - 10

[
*Start Date No Show End Date End Action *Service Type
081672012 H (7] - P: Primary -
*Start Status End Status
R101: Remained: Advanced | 001: Dropped Out: Other

-

Transfer To District Transfer To School

Start Comments. End Comments
Due to Non-Attendance

B Future Enroliment
Mext Calendar Next Schedule Structure Next Grade
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Early Childhood SPED o=
Summer School Clerk
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Attendance

Attendance will be taken by the teachers each day. Once the attendance has been taken
by the teachers, the Classroom Monitor needs to be checked to verify that every teacher
has taken attendance. Students that were marked absent will need to have their

absence verified by placing an attendance code on the absence. Daily Attendance will b

e tool you use to do this. If an absence needs to be created or changed, there are twod
ifferent methods to do this. The Attendance Wizard allows the user to apply
attendance to a group of students at one time. The Student Attendance allows the user

to enter attendance for an individual student.

Attendance Codes
e Absent

o Used when a student misses half or more of a period and contact with parent has been made as
to why the student is absent. Use the Comment Field to explain the reason for the absence.

e Unexcused

o Used when a student misses half or more of a period and no contact with parent has been made

as to why the student is absent.

e Tardy

o Used when a student comes into school missing less than half of a period

o Left Early

o Used when a student leaves school missing less than half of a period

Absent/Tardy/Left Early Chart

ECSE Kindergarten SS
Student IN
Period Time Frame | Sign In Time Sign In Code Sign In Time Sign In Code
1 7:30-8:59 7:30-8:14 T: Tardy 8:15-8:59 A: Absent or U:Unexcused
2 8:59-10:13 8:59-9:35 T: Tardy 9:36-10:13 A: Absent or U:Unexcused
3 10:13-11:27 10:13-10:49 T: Tardy 10:50-11:27 A: Absent or U:Unexcused
4 11:27-1:01 11:27-12:13 T: Tardy 12:14-1:01 A: Absent or U:Unexcused
5 1:01-2:15 1:01-1:37 T: Tardy 1:38-2:15 A: Absent or U:Unexcused
6 2:15-3:30 2:15-2:51 T: Tardy 2:52-3:30 A: Absent or U:Unexcused
Student OUT
Period Time Frame | Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:30-8:59 7:30-8:15 A: Absent or U:Unexcused 8:16-8:59 L: Left Early
2 8:59-10:13 8:59-9:36 A: Absent or U:Unexcused 9:37-10:13 L: Left Early
3 10:13-11:27 10:13-10:50 A: Absent or U:Unexcused 10:51-11:27 L: Left Early
4 11:27-1:01 11:27-12:14 A: Absent or U:Unexcused 12:15-1:01 L: Left Early
5 1:01-2:15 1:01-1:38 A: Absent or U:Unexcused 1:39-2:15 L: Left Early
6 2:15-3:30 2:15-2:52 A: Absent or U:Unexcused 2:53-3:30 L: Left Early

ECSE SS

Student IN
Period Time Frame | Sign In Time Sign In Code Sign In Time Sign In Code
1 7:45-11:15 7:45-9:29 T: Tardy 9:30-11:15 A: Absent or U:Unexcused
2 12:00-3:30 12:00-1:44 T: Tardy 1:45-3:30 A: Absent or U:Unexcused
Student OUT
Period Time Frame | Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:45-11:15 7:45-9:30 A: Absent or U:Unexcused 9:31-11:15 L: Left Early
2 12:00-3:30 12:00-1:45 A: Absent or U:Unexcused 1:46-3:30 L: Left Early
Page 2 of 12 Office of Student Information, Planning and Assessment Created 2/22/16




Classroom Monitor

The Classroom Monitor shows which teachers have recorded attendance for a courses
ection during the appropriate period. In addition, the Classroom Monitor allows the
attendance clerk to rapidly enter attendance for teachers or substitute teachers if they

are provided attendance via a roster or other list of students in that section.

1) Select the upcoming Year, and School

Year | 13-14 ¥ | School | Belair Elementary School ¥

Indavw | Cearrh | Heln |

2) Click Attendance > Classroom Monitor

Index | Search ‘ Help |

(] Kailey Leesman

+ |3 Student Information
# £ Instruction

+ @ Census

+ £3 Behavior

= Health
= i Attendance

# ] Reports

* Scheduling
[+ Fees
1 £ Gradmg & Standards

=

i

|| District Notices

3) The date will default to the current date. If the date needs changed to a different date, enter the date

and click Refresh.

Classroom Monitor

This tool monitors classroom attendance. 1

Date: 6/4/2013 75| | Refresh

.,

51'

4
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4) The Classroom Monitor lists all the primary teachers in the building along with the two periods they are
scheduled. If the teacher has taken attendance in the class, the Classroom Monitor will display Green
for the section. If the teacher has not taken attendance, the section will display in Red.

Classroom Monitor

This tool moenitors classroom attendance. :
"
= Teacher has
Date: [5/4/2013 E Refresh Incomplete Teacher Attendance Primary Teachers Onby Last Refreshed NOT takend
attendance in
Teacher Dept Contact 1 2 3 4 5 & -
this class
Teaching Stafd & 5001 (F/7) | 600-1 (9111) 5001 (7/7) 6001 (911) 5001 (7/7) | 600-1 (9/111)
ST 001 [9/11) 1
Teaching Staff] kA 200-1 (--M16) | 200-1 (--16) 200-1 (--16) | 200-1 (--/16) | 200-1 (—/16) 200-1 (--16)

ST ST L T A A A A A S ) R )
400-1 (13/13) 500-2 (6/6) | 400-1 (13/13) 500-2 (6/6) |400-1 (13/13) 500-2 (6/6) 1

500-2 (B/6) |400-1 (13/113) 500-2 (6/6) |400-1 (13/13) 500-2 (6/6) |400-1 (1313)
54 01-1 (1213) [01-1 (1213) [04-1 (12113) 011 (1213) |01-1 (12113) |01-1 (12113)
Teaching Staff 54 01-2 (17AT) [01-2 (1717) [01-2 (1717) |01-2 (AT17) |01-2 (1T17) |01-2 (1717)
Teaching Staff &4 300-1 (14/12) 300-1 (11/12) 300-1 (14/12) 300-1 (11/12) 300-1 {11/12) 300-1 :11f1i]j
P R S i O N e P R S PR S AR Ty

5) To narrow the list to onIy view pnmary teachers, select the Prlmary Teachers Only check box.

| Classroom Monltor

This tool monitors classroom attendance

i
! }
I 1
|
i Date: 031121201375 [ Refresh | W & \ncomplate Teacher Attendance fimary Teachers Only | LastRefreshed: 03:31:13 PM i
! {
‘ Teacher Dept Contact HR 1a 1b 2a 2b Ja 4
wie |Music =] 8606-1 (15/16) 76021 (6/7) ;

T GWW e 28885 (250260 7100:2.02512617100-5425(26)7100.7 {25261 TAUMLLLIHZ6) s | jonssnm ot

6) To view a report of all teachers who have not completed their attendance, click on the Incomplete
Teacher Attendance prmt icon.

il Classroom Monitor

This tool monitors classroom attendance

|

| 4

| 1

|

i Date: DHI‘IEIEDWSJ Refresh | 6 Incomplete Teacher Attendance | £l Primary Teachers Only ~ LastRefreshed: 03:31:13 PM ’

‘ i

‘ Teacher Dept Contact HR 1a 1b 2a 2b 3a 3
#w  |Music ] 8606-1(15/16) 76021 (6/T) j

R .‘_....J.a_mua.mulﬁ;._.}ﬂ_ o Z989:5 (25126) | 710050250261 71005 (25026071007 (2526) . TAUME2526) o\ ssestmm

7) Ifthere is a substitute for the teacher that day and you have a paper attendance sheet, attendance can
be entered straight from this screen by the Attendance Clerk. Click on the section that attendance
needs to be taken.

Classroom Monitor

This tool monitors classroom attendance.

1
1
Date: 03/12/2013 %] & Incomprete TeacherAneni

Teacher Dept Contact HR r
Music Y | {
Language Ars 2 | 79995 (25/26) T100i
Science ¥ | 6999-7 (25/127) 63002
Social Studies | 7999-2 (24/27) | 74005
Social Studies ¥ | 899910 (24/26) 8400
Science | j
Science ¥ | 699911 (25 63 J{];
Mathematics | 899912 (231 “E2D0
P |

i e ——— e R WY - W T e
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8) A window will appear over the Classroom Monitor. Mark attendance and attendance comments for the
students who are not in class and click Save.

999-11 Blazer Time 6
Teacher: Stk

G ces

Date Selector

031'12}201EE Change Date

—
P
Student Name P A T |ixcuse Comments

6999-11 Blazer Time &

0F Abnmsmuiing.  Samasist <

dad called, PR, excused kmw

[

0F W -

06 #eewi. S

|06 S —

0F Hemeetes e

9) After the attendance is saved, the section will turn from Red to Green showing that attendance has

been taken for the class.

Classroom Monitor

This tool moniters classroom attendance.

Date: 031'12.-'2013@ Refresh & Incomplete Teacher Alten
[Teacher Dept Contact HR

N Music |

PR S— Language Ars i | 79995 (25/26) |71

vie A Science 54 \ |69997 (2527) 6300-8
Hormiims = Social Studies |54 \ [7999-2 (24127) 74009
Hame e Social Studies ] 8999-10 (24/26) 8400-&
Heams wm Science 54
e Science Y | 6999-11 (24/25)
i N, Mathematics 4 BIITTZ (231237 8200-9
"——— ] __
= ———

Daily Attendance

Once the attendance has been taken by the teachers (verified by the classroom monitor),
the Daily Attendance page can be used to verify student attendance taken by the
teachers. The Daily Attendance tool displays student attendance events (absences or
tardies) for a given day. From here, individual student attendance can be processed.

1) Select the upcoming Year, and School

J ear I 13-14 v I School |Belair Elementary School ¥ |

||| Index I Search | Help |

'|| || District Notices

2) Click Attendance > Daily Attendance

“lndex Search | Help 3

[#) Kailey Leesman

+ ) Student Information
# {4 Instruction
= @, Census
# 3 Behavior
+ "H

Health
= 1 Aftendance
T
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3) Daily Attendance displays the current date by default. To view attendance from another date, enter the
date in the Date field or select the calendar icon.

! [f Daily Attendance I
i §5ummry Report &

4) The attendance records are color coded based on the type of attendance code that has been placed on
the record. All records in indicate that the attendance information was entered by a teacher
and needs to be processed/verified by the attendance clerk. All attendance should be processed at the
end of the day; no records should be left in yellow.

Select an attendance record to verify or edit the attendance on a student. Once the attendance has
been saved from this screen, the record will populate as green or red based on the attendance code
applied.

[ Daily Attendance |
(&) summary Report (=) Caller Report

Daily Attendance
Mote: For
additional section

Date: cunp1z [T
detail hover over a

‘
: Day: Tuesday - Period Schedule: RS period in the grid
L below

Ad Hoc
- | | Filter

Number Grade 1

: Details Bencomo Jr., Dagoberto Sias 105237745
! Details Bueno, Alexander 287146718
‘|| Details Guillen, Yeudy Ulices 270634933
* || Details Lewis, Mariah Lashell 533060174
Details Nonn, Jayla Michelle 927672522
i || Details Pannell, Jayden Avery Orlando 772181032
: Details Summers, Heath Alexander 722778175
Details Swires, Lainey Nicole 836997973
Details Swires, Madison Raslynn 491511283

Details Thomas-Kwakye, Vaalena Tyonne 588838518
. || Details Weed, ZiaRera Elizabeth Adlisea 377534226
Details Wicks, Marcy Renae 161327830
A Pt Bn el b At Pl

Name: Alexande ~Bueno - 287146718

Period Code
1 ||aabsent v

2 |4 sbsent v |IADsent v

3 || A dbsent v |IAbsem v

4 |4 absent v |IADsent v

5 ||a Absent v |IAbsent v

6 ||aabsent v ) absent v
Fil Down

| “=Canpot Eacn;d attendance Stugent is notscheduled or course doesn't take attendanc —

Excuse Present Minutes Comments

G}
— -

=
-

E)
-

=
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5) The attendance record will change from yellow to green, red, or gray depending on what attendance
code is applied to the record.

“| [4Daily Attendance |

| &5 summary Report & Caller Report
1

Bl Daily Attendance

Dote:| g |5 Unknoun e ek s Note: For

additional section
detail hover over a

PP S S e

Day: Tuesday - Period Schedule: RS period in the grid
below.

Ad Hoc -

Fitter

Bl Student Number Grade
1 Details Bencome Jr., Dagoberto Sias 105237746 06
(e —

Details Buenec, Alexander 287145718 02
Details Guillen, Yeudy Ulices 2_70634933 0z
Details Lewis, Mariah Lashell 633060174| 03
Details Nonn, Jayla Michelle 927672522 01

i Details Pannel, Jayden Avery Orlande 772181032 02

| Details Summers, Heath Alexander 72277817 02

i Details Swires, Lainey Nicole 836997973 M

'| Details Swires, Madisen Raetynn 491511283 K

[ Details Thomas-Kwakye, Yaa'lena Tyonne 588338618| 01

‘: Details VWeed, ZiaRera Elizabeth Adlisea 37534226 K

: Details Wicks, ﬂarcy Renae 161327890 ‘D_t;i_

Daily Attendance Report

The Daily Attendance Summary Report displays the attendance events for each student and period for the day
entered on the Daily Attendance Tab. An explanation of the codes describing each attendance event appears at
the end of the report. Homeroom teacher, when used, appears below the student's name. This report displays
all attendance entries for the day, including those with an Unknown excuse and those that have been processed
by the attendance office.

1) Click on Summary Report to get a print out of the day’s attendance.

Daily Attendanc

S 682012 || Unknown Excused Unexcused Exempt

H

I

i | Day: Friday - Period Schedule: 1 OVEr 8 peri

| grid below.

1| Ad Hoc Filter = 3
Student Number | Grade
Details Everheart, Keja Monay 5703094 | 08 [ |
Details Ferrell, Eric Dewayne Michael §711807 09
i . e
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2) The Summary Report will give you a print out of the daily attendance tab

Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:52:39 PM  Page 1 of 1

12-13

Date: 6/8/2012
Report generated for Twehous, Cheri

Daily Attendance Summary Report

Period

Grade Student Number 1 2 3

08 Ev 0 g t

Comment: Signed in at 8:06am - unexcussed ct

09 Femall Fife D Wil ST N0EY U u U

08  Hamymum  Juwsfian anatih onpie SN U U U

09  Hist  Jwiiem At e U U U

09 Pl i Shulbuiend #aefiie unt A

08 Fitwwintls  Wauiies Shaghvs iy A A A

Comment: Called mom -ill ct

07  Rular S Wl e v U U U

09  Swwith  Chamied Jeen ETLMEL U U U

08 Thummirs ¥ pnn Latbalte i A

07 Wailken Sy Pailive A HaneaEr A A A

Comment: ill - dad called ct

08  Watr Duiihisss 5 " it A A A

Comment: ill - grandma called ct

09 Wy Farmame L MO A

Attendance Code Legend:

A: Absent t: Tardy U: Unexcused
Caller Report

The Daily Attendance Caller Report can be run to generate a list of students whose parents/guardians may need

to be contacted to determine the status of the attendance event. Contact information displays along with the

details of the attendance event for each student. The Caller Report displays attendance events on the entered

date that have a status of Absent and an Excuse type of Unknown.
1) Click on Caller Report

[ Daily Attend
5 Summary Repol
Daily Attendance
Date: piaiz012

Day: Friday - Period Schedule: 1

Ad Hoc Fitter

5 Caller Reporh

Note: For additional
section detall hover
over a period in the
grid below.

Details Ev
Details Fe -
Details H;

!

2) The Caller Report generates a list of students whose attendance has not been verified and will display
parent/guardian contact information.

Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:49:06 PM Page 1 of 1

12-13 Attendance Caller Report

Date: 6/3/2012
Report generated for Twehous, Cheri

Period
Grade Student Number 1 2 3
09 Pl * 9803771 A
P “ifer Mother  Home: (573)6 Work: (573)6" Cell: (573)6% &
L. Father Home: (573)6" Work: (573)8¢
08 Tlowsum S oo 9806783 A
Thsas L Mother  Home: (573)6 ¢ email: el @embargmail.com
09 W 341428403 A
Webs Sy Mother Home: (314)4% Cell: (314)4 email: B @yahoo.com
Attendance Code Legend:
A Absent t Tardy U: Unexcused
RURUSLRS o .

L‘%*MM‘\-;— A b i A b b
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Attendance Wizard
Under the Index Tab click on Attendance > Attendance Wizard

Campus

J “ear 13—14E| School | Belair Elementary Schuul

Index | Search | Help |
@ summer Belair

1. Attendance Date: |04/20/2012 [7=]

() Batch Edit (7) Check In (7 Check Out

B. Select students to add to edi list

E‘Iﬁl Student Information 2. Mode: () Daily (7) Period (7 Batch (7) Edit
General 3. Students: A, Search for Students
= Census
@h P Last Mame
Eli3 Aftendance First Name
& Aftendance Wizardyi/
—— U Grade El
[ Daily Attendance SESN/PIN I
Reports
EQ Scheduling Student #
Reports.
Att Codi
E1Ld Ad Hoc Reporting oo El
SF Fitter Designer Status/Excuse El

s Letter Designer

@ Letter Builder

ﬂ Data Export
@ Log Off

Course - Section -
Period
Ad Hoc Fitter

Enter attendance information and click Save

[~]

C. Click on a student to remove from list: ’
-
}

Follow the steps through the wizard:
1. Attendance Date: This date will default to the current date

1. Attendance Date: m-"‘ 0 3

2. Mode:
a. Daily: records student attendance for the entire day
b. Period: records student attendance for the selected period
c. Batch Edit: records attendance for a date range for the selected periods
1. Attendance Date: [EIEZNE 5
2. Mode:

3. Students:
Click on Search to pull up alist of all students in section B
Click on the students’ names whose attendance needs to be placed to move them over to

Page 9 of 12

section C.

1. Attendance Date: [Z[EZUE 79|
2. Mode:
3. Students:

(@) Daily (7) Period (") Batch (*) Edit (*) Batch Edit
A. Search for Students

Checkn () Check Out

Last Name
First Name
Grade
SSN/PIN ]
Student #

Att Code
Status/Excuse

Course - Section -
Period

Ad Hoc Filter

[=]

(@) Daily (7 Period () Batch (7 Edit () Batch Edit () Check In () Check Out

B. Select students to add to edit list

- .

C. Click on a student to remove from list:

Ba -
Bo
Bu
He!
Rh
Tol
Zin

< L1}
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4. Daily: records student attendance for the entire day
e Attendance code: A: Absent or U: Unexcused
e Click Save Attendance

4, Daily Enter attendance information and click Save

Aftendance Code | A: Absent El
Commentz

Comments Options | Append comments El

Owerwrite Existing Cata

Save Attendance

Period: records student attendance for the selected period
e Period: The period the student is signing in or out
e Attendance Code: T: Tardy or L: Left Early
e Comments: Enter whether the student signed in or out and the time.
e C(Click Save Attendance

4. Period Enter attendance information and click Save

Period Mode: The aftendance code is applied to the selected period.

Current Period | 1 {07:25 AM - 08:35 AM) [ =]
Attendance Code |t Tardy [z]
Comments Signed in at 7:45

Comments Options | Append comments E]

v Overwrite Existing Data

Save Attendance

Batch Edit: records attendance for a date range for the selected periods
e From: Select the date range you are entering the attendance for
e Code: Enter an attendance code for each period the student has missed
e Comments: Enter whether the student signed in or out and the time.
e Click Save Attendance

4. Batch Edit  Enter attendance information and click Save

From: |08/03/2013 HTO: 08/032013 3

Period Code Status Excuse Pr_esent Comments
Minutes

A Absent
A Absent

t: Tardy Signed in at 10:00 am

(=T B SR PO NI

(0 [ [ [ [ ]

Save Attendance
V| Overwrite existing marks Options | Append comments =
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Student Attendance
Under the Index Tab click on Student Information> General

J Year School | Belair Elementary School El

Index | Search | Help | District Notices
P summer Belair * [04i23/2013]
= magion Phishing Scam Ale

= 110
General .
# CEnsus. “

= -ﬁ s Some districts have rept
5 Fe2SE8

B4 Aftendance )
[ Attendance Wizard Please note that Infinite
I Dialer Activity
[ Naihr Attendance T T O L

Search for the student, entering last name first, then hit Enter or click Go.

J Year School | Belair Elementary School B

[E oo M 4
s o b 0w S Gender
E@Summarv I Enrnlrnenisl ﬁ:

@ Perzon Summary Report & Perso

|-E-I-' - . Hﬂl Person Information
Advanced Search == PerzoniD

Index | Search | Help |

Search for a:
| student

L
Search Results: 1 Hame Mickname
o
K En
Gender Race Ethr
F State

Race/Eth

Click on the Attendance Tab, then click New

r Elementary School [+ ]
[E v s ¢

WA ek GenderF

Alﬁ.--_;.

=) Period Detail () Daily Detail

Term Full Year 06/03/2013 - 06/28/2013

Instructional Days: 20 Present Days: 20
Period 123 456T
0

Date: Will default to today’s date

Code: Enter an attendance code for each period the student has missed
Comments: Enter whether the student signed in or out and the time.
Click Save

E bt - e ¥
SSE MREM M GenderF
“Jsummary | Enroliments | #Schedule | JfAttendance | (jTransportation | [ifadHoc Letters | ER 911 |

EEE|

Attendance Information

iz ne3/z013 75|

— od atu= = —— - o

s aosent =)

2 A Absent :I |

3 t Tardy :I |5igned in at 10:00 am
o | |
5
L]

[+] |
L[]

Fill Down

**=Cannot record . Student is not scheduled or course doesn't take €.
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Enrollment & Rostering
e There will be two summer school calendars in the Early Childhood SPED School.
o Any students aging into Kindergarten in the upcoming year or any current Kindergartner
that is remaining at Southwest for summer school will be enrolled in the SS

Kindergarten SPED calendar.
o Any Pre-K students that are not aging into Kindergarten for the upcoming school year
will be enrolled in the SS Early Childhood SPED calendar.

e [fastudentis enrolled in summer school but never shows up to participate:
o If we are able to verify with the parent the student will not be attending, the enroliment can be
deleted.
o If we are not able to verify with the parent within the first two weeks, the enrollment can be
deleted.

e If a student attends at any point during summer school, then stops attending:

o If we are able to verify with the parent the student will no longer be attending, the student can
be dropped as of the last day of attendance.

o If we are not able to verify with the parent on whether the student will be returning, leave the
student enrolled until the end of summer school and mark them absent for those days.
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Other Information

Infinite Campus
Infinite Campus is our student information system. You will need to track student’s

attendance in Infinite Campus for summer school. Student schedules and demographics
can also be found in Infinite Campus.

Open Firefox and go to the intranet page (http://intranet.jcschools.us). Click on the Infinite Campus button to

get to the log in screen.

(" SANDBOXIfinteC.. ( STAGINGMfteCa. (, School Direcory Ho.. |7 CCLeamingLsb | Pin® " KeyNetEmployeeP.. ¥ MewtRacio [ MyFanesspalcom [1] Plsaning Centd

Jefferson City Public Schools Intranet

Welcome to the JCPS Intranet

This site is designed to provide teachers and staf of the Jefferson City Pubiic School District with i 2 and stoffdev rlnsi

Kronos/Online Time Clock Directions

To access the Kronos (Tame Clock) peogram, click o the Kronos button i the navigation mems on the left. This will bring you to the Kronos login screen where you willneed 4
Support department at 639-3121

Kronos/Online Time Clock Login Without Java

To access the Kronos (Time Clock) program withot using the Java phug-in, click on the ink belowr. This will bring you to the Kronos login screen where you will need to enter
dep:
KRONOS LOGIN without Java

Infinite Campus Directions

55 the new stadent usnageraeat program “Tafite Camups” ik on the Iniite Camps buton i the aavigaion e cn the left. Tis vl bring you o the lnite Cany
please call the Planning and Assessment department at 659-3043

ents and resources for Infinite Campus, click HERE
To access lnfinite Campus from a computer outside of school, use the following web address:

hittps:/ic.jeps.K12.mo.us/campus jeffcity jsp
Lastupéate Ap 18,2013
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Enter your substitute password and click Sign In.

Infinite ;1 Transforming K12 Education®

District Edition

Username Version: Campus.1541.4
belair.summer Jefferson City Schools

Password

Signin >

Trouble accessing your accou‘&l Contact your administrator.

Forgot your password? | Forgot your username?

©2003-20186 Infinite Campus, Inc
www.infinitecampus. com

When you log in, you should automatically be in the current summer school calendar.

Infinite (" B
Campus District Edition

Year 16-17 ~  School Belair Elementary School =
ict Announcements
Index Search District
Online Resources
ELTUTET LETT A link to online resources
> StudentInformation City Public School website ||
» Census

We will continue to add and
= Attendance

» Scheduling ‘Sdmmmmmms b
» Ad Hoc Reporting No school announcements at this time. i
Filter Designer Process Alerts 3
Letter Designer |!|D Process|Name ]

Letter Builder No Process Alerts items at this time.

Data Export
JCPSIC Resources

Account Seftings

Y e,

PO P P prype—.
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Attendance
Attendance will be taken by the teachers each day. Once the attendance has been taken
by the teachers, the Classroom Monitor needs to be checked to verify that every teacher

has taken attendance. Students that were marked absent will need to have their

absence verified by placing an attendance code on the absence. Daily Attendance will b

e tool you use to do this. If an absence needs to be created or changed, there are twod
ifferent methods to do this. The Attendance Wizard allows the user to apply
attendance to a group of students at one time. The Student Attendance allows the user

to enter attendance for an individual student.

Attendance Codes
e Absent

o Used when a student misses half or more of a period and contact with parent has been made as
to why the student is absent. Use the Comment Field to explain the reason for the absence.

e Unexcused

o Used when a student misses half or more of a period and no contact with parent has been made
as to why the student is absent.

e Tardy

o Used when a student comes into school missing less than half of a period

o Left Early

o Used when a student leaves school missing less than half of a period

Absent/Tardy/Left Early Chart

Elementary SS

Student IN

Period | Time Frame| Sign In Time Sign In Code Sign In Time Sign In Code
1 7:30-8:59 7:30-8:14 T: Tardy 8:15-8:59 A: Absent or U:Unexcused
2 8:59-10:13 8:59-9:35 T: Tardy 9:36-10:13 A: Absent or U:Unexcused
3 10:13-11:27 10:13-10:49 T: Tardy 10:50-11:27 | A: Absent or U:Unexcused
4 11:27-1:01 11:27-12:13 T: Tardy 12:14-1:01 A: Absent or U:Unexcused
5 1:01-2:15 1:01-1:37 T: Tardy 1:38-2:15 A: Absent or U:Unexcused
6 2:15-3:30 2:15-2:51 T: Tardy 2:52-3:30 A: Absent or U:Unexcused

Student OUT

Period | Time Frame | Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:30-8:59 7:30-8:15 A: Absent or U:Unexcused 8:16-8:59 L: Left Early
2 8:59-10:13 8:59-9:36 A: Absent or U:Unexcused 9:37-10:13 L: Left Early
3 10:13-11:27 10:13-10:50 | A: Absent or U:Unexcused 10:51-11:27 L: Left Early
4 11:27-1:01 11:27-12:14 | A: Absent or U:Unexcused 12:15-1:01 L: Left Early
5 1:01-2:15 1:01-1:38 A: Absent or U:Unexcused 1:39-2:15 L: Left Early
6 2:15-3:30 2:15-2:52 A: Absent or U:Unexcused 2:53-3:30 L: Left Early
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Classroom Monitor

The Classroom Monitor shows which teachers have recorded attendance for a courses
ection during the appropriate period. In addition, the Classroom Monitor allows the
attendance clerk to rapidly enter attendance for teachers or substitute teachers if they
are provided attendance via a roster or other list of students in that section.

1) Select the upcoming Year, and School

Wear | 13-14 ¥ | School | Belair Elementary School ¥

|| District Notices

Indaw | Cearrh | Hein |

2) Click Attendance > Classroom Monitor

Index | Search | Help |

@ Kailey Leesman

+ €7 Student Information
# 4 Instruction

& @; Census

o ﬂ-s Behavior

[+ Health
=] i Aftendance

= _'n Reports

[ Scheduling
[+ Fees
#| [Ay Grading & Standards

- .

|

3) The date will default to the current date. If the date needs changed to a different date, enter the date
and click Refresh.

Classroom Monitor
T

hiz tool monitors classroom attendance. :

Date:[6/42013  [75] | Refresn | | &
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4) The Classroom Monitor lists all the primary teachers in the building along with the two periods they are
scheduled. If the teacher has taken attendance in the class, the Classroom Monitor will display Green
for the section. If the teacher has not taken attendance, the section will display in Red.

Classroom Monitor

This tool monitors classroom attendance. :
M
= Teacher has
Date: (5/4/2012 3 Refresh Incomplete Teacher Attendance Primary Teachers Onby Last Refreshedy NOT takend
attendance in
Teacher Dept Contact 1 2 3 4 5 [ -
this class
Teaching Staft 52 500-1 (7/7) |600-1 (9411) |500-1 (F/7) |600-1(9M1) 5001 (7/7)  600-1(9M11)
gaching sia £00.4 (944} 5004 (77} G004 (9114 6001 (7I7) i
Teaching Staff B 200-1 (--116) | 200-1 (--M16) |200-1 (—-16) | 200-1 (--/16) | 200-1 (--M16)  200-1 (--16)

400-1 (13/13) 500-2 (6/6) |400-1 (13/13)500-2 (6/6) |400-1 (13/13) 500-2 (6/6) i

500-2 (6/6) |400-1 (13/13) 500-2 (6/6) |400-1 (13113) 6500-2 (6/6) | 400-1 (1313)
=] 01-1 (12113) [01-1 (12113) |01-1 (12113) |01-1 (12143) |04-1 (12113) |04-1 (1213)
Teaching Staff B4 -2 (1747) |01-2 (1747) |M1-2 (1717) |01-2 (ATM7) |04-2 (1THT) |04-2 (1T1T)
Teaching Staff B4 300-1 (14/12) 300-1 (11/12) 300-1 (11/12) 300-1 (11112) 300-1 (11/112) 300-1 t11f12]
#H#J&H#HdM**LMHQM#ﬂHM—WHi

5) To narrow the list to onIy view pnmary teachers, select the Primary Teachers Only check box.

] Classroom Monltor

: This tool monitors classroom attendance. 4

| 1

]

i Date: 03/12/2013 7] & Incomplete Teacher Attendance Primary Teachers Only | LasiRefreshed: 03:31:13 PM }

‘ Teacher Dept Contact HR 1a 1b 2a FI) a3
" s Music 54 2606-1 (1516) 7602-1 :smi

EPEE, ,mw_mmmmwmwmmm PRV

1

6) To view a report of all teachers who have not completed their attendance, click on the Incomplete
Teacher Attendance print icon.

)} Classroom Monltor

: This tool monitors classroom attendance 4
| 1
i
i Date: 0312/201375] | Refresh | & Incomplete Teacher Attendance | Primary Teachers Only ~ LastRefreshed: 03:31:13 PM }
‘ Teacher Dept Contact HR 1a 1b 2a 2b Ja 4
R we |Music 8606-1 (15116) 7602-1 (6/7) ;
'hmww an e 19885 (2526, | 1005025261 F100-5 125026071007 12526) . TA00L25026). |\ sosnstomat

7) Ifthere is a substitute for the teacher that day and you have a paper attendance sheet, attendance can
be entered straight from this screen by the Attendance Clerk. Click on the section that attendance
needs to be taken.

Classroom Monitor

This tool monitors classroom attendance.
i
Date: 03/12/2013 7] E incomplete TeacherAtteni

Teacher Dept Contact HR r
Music B

Language Ars | 7999.5 (25/26) T1ﬂﬂi

Science ¥ | 6999-7 (25/27) |63005

Social Studies ¥ | 7999-2 (24/12T) ?'4001

Social Studies ¥ | 899910 (24/26) 8400

Science Y | j

Science 54 6999-11 (-/25) 63003

Mathematics | 8999-12{2312[&230
54

R i e == = e — ————
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8) A window will appear over the Classroom Monitor. Mark attendance and attendance comments for the

students who are not in class and click Save.

999-11 Blazer Time 6
Teacher: Stk

3 cos

Date Selector

0311212013@ Change Date

——
P
Student Name P | A T | ixcuse Comments

6999-11 Blazer Time 6

0F Ammsmubtie  Sasmanies

E dad called, PR, excused kmw

D6 —_——-—

|06 -

06 i S

|06 S —

05 St

9) After the attendance is saved, the section will turn from Red to Green showing that attendance has

been taken for the class.

Classroom Monitor

This tool monitors classroom attendance.

Date: 03!12!2013@ Refresh &IncompleteTea.merAtten
| Teacher Dept Col HR
v s - + - Music B4
an bram Language Arts B 79995 (25/26) |71
T Science 54 \ |69997 (25/27) [6300-9
Foomaiimn Social Studies |54 \ |7999-2 (24127) |7400-9
Hame  wue Social Studies ¥ ] 8999-10 (24/26) 8400-&
Hraws wen Science |
e om Science | 6999-11 (24/25)
e S Mathematics | FITTTZ (25124 5200-9
- = __f
i —r————
Daily Attendance

Once the attendance has been taken by the teachers (verified by the classroom monitor),
the Daily Attendance page can be used to verify student attendance taken by the
teachers. The Daily Attendance tool displays student attendance events (absences or
tardies) for a given day. From here, individual student attendance can be processed.

1) Select the upcoming Year, and School

J Year I 13-14 ¥ I School |Be|air Elementary School ¥ |

||| Index I Search | Helo |

'|| || District Notices

2) Click Attendance > Daily Attendance

“lndex Search | Help 3

[#) Kailey Leesman

+ ) Student Information
# {4 Instruction

= @, Census

# 3 Behavior

+ 8

Health
= 1 Aftendance
T
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3) Daily Attendance displays the current date by default. To view attendance from another date, enter the
date in the Date field or select the calendar icon.
| [ Daily Attendance I
i §5ummry Report &
|

4) The attendance records are color coded based on the type of attendance code that has been placed on
the record. All records in indicate that the attendance information was entered by a teacher
and needs to be processed/verified by the attendance clerk. All attendance should be processed at the
end of the day; no records should be left in yellow.

Select an attendance record to verify or edit the attendance on a student. Once the attendance has
been saved from this screen, the record will populate as green or red based on the attendance code
applied.

[ Daily Attendance |
(&) summary Report (=) Caller Report

Daily Attendance
Note: For
additional section

Date: grapnz [T
detail hover over a

‘
: Day: Tuesday - Period Schedule: RS period in the grid
E below

Ad Hoc
- | | Filter

Number Grade 1
Details Bencome Jr., Dagoberto Sias 105237746
Details Bueno, Alexander 287145718

|| Details Guillen, Yeudy Ulices 270634933
E Details Lewis, Mariah Lashell 633060174,
Details Nonn, Jayla Michelle 927672522
Details Pannell, Jayden Avery Orlando 772181032

Details Summers, Heath Alexander 722778175,
Details Swires, Lainey Nicole 836997973
Details Swires, Madison Rasfynn 491511283
Details Thomas-Kwakye, Yaa'lena Tyonne 588838518 M
: Details Weed, ZiaRera Elizabeth Adlisea 377534226 K
Details Wicks, Marcy Renae 1613278900 06
A Pt R e b At Pl

Y [{ Daily Attendance |
Hsave

Attendan. = Information
6/4/2013

Name: Alexande ~Bueno - 287146718

Code Status Excuse Present Minutes Comments
1) A apsent v
2 |[a mosent v [|f absent v |
P f[AAvsent v [} Absent v | o
4 |4 sbsent ¥ |IADsent v 0 w
® |z sosent v [} absen: v | g )
8 ||a:apsent v ||| Absent v 0 ‘
Fill Down
wr":Cannul ecord attendance. Stu; ew‘: eduleg or course dmlg B -
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5) The attendance record will change from yellow to green, red, or gray depending on what attendance
code is applied to the record.

| [#Daily Attendance |

| &5 summary Report = Caller Report
;

B Daily Attendance

([P i — Note: For
[}
]

additional section
detail hover over a

Beiop y et Wy g e

Day: Tuesday - Period Schedule: RS period in the grid
i below.
| Ad Hoc =

Fitter

Student Number Grade

: i Details Bencomo Jr., Dagoberto Sias 105237746| 06
« | | Details Bueno, Alexander 287145718 02
{ Details Guillen, ¥eudy Ulices Z70634533] 02
i Details Lewis, Mariah Lashell 633060174| 03
" || Details Nonn, Jayla Michelle G27ET2522) ™M
i Details Pannell, Jayden Avery Orlando 772181032 02
|| Details Summers, Heath Alexander 722778175 02
i Details Swires, Lainey Nicole 836997973 01
" | Details Swires, Madisen Raetynn 491511283 K
1 Details Thomas-Kwakye, Yaa'lena Tyonne 588838618 M
‘: Details Weed, ZiaRera Elizabeth Adlisea 377534226 K
: Details Wicks, ﬂarcy Renae 161327890 Ll'l':iL
Daily Attendance Report

The Daily Attendance Summary Report displays the attendance events for each student and period for the day
entered on the Daily Attendance Tab. An explanation of the codes describing each attendance event appears at
the end of the report. Homeroom teacher, when used, appears below the student's name. This report displays
all attendance entries for the day, including those with an Unknown excuse and those that have been processed
by the attendance office.

1) Click on Summary Report to get a print out of the day’s attendance.

(=

Daily ..Glttcs.-nr.:l.am;:r.b
[at

Note: For adi
section

Day: Friday - Period Schedule: 1 over a peri

grid below. s

Ad Hoc Fitter -

Details Everheart, Keja Monay

Details Ferrell, Eric Dewayne Michael 9711807
il ke - e il b ol —— -
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Infinite Campus
Infinite Campus is our student information system.

Open Firefox and go to the intranet page (http://intranet.jcschools.us). Click on the Infinite Campus button to
get to the log in screen.

‘el @ intranetjeschools.us | i

Googl

P Welcome to Microsoft... { LIVEInfintie Campus S... ( SANDBOX Infinite Ca.. (= KACE Service Center % Campus Community  Jefferson City Public S...

We

This site is designed to provide teachers and staff of the Jefferson City Public School District with 1

Click the logo above to To access the Kronos (Time Clock) program, click on the Kronos button in the navigation menu on

call the Tech Support department at 659-3121.
g0 to the JCPS District Site.

(Welcome, o
To access the Kronos (Time Clock) program without using the Java plug-in, click on the link below.

m the Tech Support department at 659-3121.
EKRONOS LOGIN without Java

Infinite Campus

m To access the new student management program "Infinite Campus" click on the Infinite Campus buf
Name and Password. For assistance please call the Planning and Assessment department at §59-304:

Enter your user name & password and click Sign In.
Transforming K12 Education®

District Edition

Version: Campus.1541.4

kailey.leesman Jefferson City Schools

Password

ke §
Trouble accessing your account? Contact your administrator.

Forgot your password? | Forgot your username?

©2003-2018 Infinite Campus, Inc.
waw infinitecampus com

To access the 8" grade students obtaining credit through the high school, select Jefferson City High School in the
school drop down.

Infinite ¢~ - -
Camﬁs District Edition

Year 16-17 ~  School lefferson City High School - NCC  ~ Calendar 55 16-17 Jefferson City High5 ~

Index Snarch - District Announcements
Online Resources

A link to online resources for Infinite Campus has been a

Kailey Leesman



http://intranet.jcschools.us/

2) The Summary Report will give you a print out of the daily attendance tab

12-13
Lewis & Clark Middle School

325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:52:39 PM  Page 1 of 1

Daily Attendance Summary Report
Date: 6/8/2012
Report generated for Twehous, Cheri

Period
Grade Student Number 1 2 3
08 Ev . 0 g t
Comment: Signed in at 8:06am - unexcussed ct
09  Famell Fite Dwwengre Wit S700007 u u U
08  Hamgmew Sl Sanmatih snute  SHDEDS U U U
09 Hish Jwwiiem At Loe St Y] U u
09 Povsiigs i Sludnd i byt A
08 Ribwts  Walvbien Shaghes. iy A A A
Comment: Called mom -ill ct
07 Rev s Wi Waka e et V] 1] U
09 St Suiiet S ATLNR u u u
08 Thumwmies  Fone Latbaie il A
07 Waiikr Sy Pailine Ao wineant A A A
Comment: ill - dad called ct
08 Watnan Duillises 5 u e om A A A
Comment: ill - grandma called ct
09 Wy Farmane L MO A
Attendance Code Legend:
A: Absent t: Tardy U: Unexcused

Caller Report

The Daily Attendance Caller Report can be run to generate a list of students whose parents/guardians may need
to be contacted to determine the status of the attendance event. Contact information displays along with the
details of the attendance event for each student. The Caller Report displays attendance events on the entered
date that have a status of Absent and an Excuse type of Unknown.

1) Click on Caller Report

[ Daily Attendancs

S — EI
P —

Daily Attendance
Day: Friday - Period Schedule: 1

Date: pzi2012

grid below.
Ad Hoc Fiter =

Note: For additional
section detail hover
over a period in the

Details Ev
Details Fe A S
Details H:

!

2) The Caller Report generates a list of students whose attendance has not been verified and will display

parent/guardian contact information.

12-13
Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:49:06 PM Page 1 of 1

Attendance Caller Report
Date: 6/3/2012
Report generated for Twehous, Cheri

Period
Grade Student Number 1 _2 3
09 Pl 0803771 _A _
s “ . fer Mother Home: (573)6 . Work: (573)6"
L. Father Home: (573)6 Work: (573)8¢"
08 Thowsws s i 0808783 A

Cell: (573)6%

Thwsas s Mother  Home: (573)6 ¢ email el @embargmail com

L‘“*MM‘\-;— A b A A b b

09 W 341428403 A
Wabs By Mother Home: (314)4% = Cell: (314)d5 = email: B @yahoo.com
Attendance Code Legend:
A Absent t Tardy U: Unexcused
Page 9 0f 13 Office of Student Information, Planning and Assessment
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Attendance Wizard
Under the Index Tab click on Attendance > Attendance Wizard

Campus

J ear 13—14E| School Bela\rEIamenlarySchUulEl

Index | Search | Help ‘
@ summer Belair

1. Attendance Date: |04/20/2013 7o

Edit (7 Check In (7) Check Out
B. Select students to add to edit list

= Student Information 2. NMode: (7 Daily (7 Period () Batch (™) Edit () Batch
General 3. Students: A, Search for Students
=] Census
@h oy Last Name
El4} Attendance First Name:
& Attendance Wizardyis
L P Grade El
B’ Daity Attendance SENPIN I I I
.J Reports.
Elg#f scheduling Student #
] Reports
E.@ Ad Hoc Reporting Aft Code El
SF Fiter Designer StatusiExcuse Iz‘
Letter Designer
% Letter Eundger Gourse - section B
m Data Export Period
[ LogOff
Ad Hoc Fitter

Enter attendance information and click Save

BlE=y

C. Click on a student to remove from list:

}
|

-

-

Follow the steps through the wizard:
1. Attendance Date: This date will default to the current date

1. Attendance Date: [[EIEFIIE 5|

2. Mode:

a. Daily: records student attendance for the entire day
b. Period: records student attendance for the selected period
c. Batch Edit: records attendance for a date range for the selected periods

1. Attendance Date: qm 0 E

2. Mode:

3. Students:

(@) Daily (=) Period () Batch (=

| Edit () Batch Edit () Check In () Check Out

e C(Click on Search to pull up alist of all students in section B

e C(Click on the students’ names whose attendance needs to be placed to move them over to
section C.

2. Mode:
3. Students:

Page 10 of 13

1. Attendance Date: |[Z[EZE :EJ

(@ Daily (*) Period (") Batch (") Edit (") Batch Edit
A. Search for Students

“) CheckIn () Check Out

B. Select students to add to edit list

Last Name
First Name
Grade
SSN/PIN [
Student #

Att Code
Status/Excuse

Course - Section -
Period

Ad Hoc Filter

< n | 3

] (Seecial]

Office of Student Information, Planning and Assessment

C. Click on a student to remove from list:

Ba -
Bo
Bu
He
Rh
Tol
Zin

Modified 2/22/16



4. Daily: records student attendance for the entire day
e Attendance code: A: Absent or U: Unexcused
e Click Save Attendance

4, Daily Enter attendance information and click Save

Aftendance Code | A: Absent El
Commentz

Comments Options | Append comments El

Owerwrite Existing Cata

Save Attendance

Period: records student attendance for the selected period
e Period: The period the student is signing in or out
e Attendance Code: T: Tardy or L: Left Early
e Comments: Enter whether the student signed in or out and the time.
e C(Click Save Attendance

4. Period Enter attendance information and click Save

Period Mode: The attendance code is spplied to the selected period.
CurrentPeriod | 1(07:25 Al - 08:35 Al) [ ]

Attendance Code | t: Tardy E]

Comments Signed in at 7:45

Comments Options | Append comments E

[V] overwrite Existing Data
Save Attendance I
Batch Edit: records attendance for a date range for the selected periods
e From: Select the date range you are entering the attendance for
e Code: Enter an attendance code for each period the student has missed

e Comments: Enter whether the student signed in or out and the time.
e Click Save Attendance

4. Batch Edit Enter attendance information and click Save

From: |08/03/2013 ETO: 08/032013 3

Period Code Status Excuse Pr_esent Comments
Minutes

A Absent
A Absent

t: Tardy Signed in at 10:00 am

(=T B SR PO NI

(0 [ [ [ [ ]

Save Attendance
V[ overwrite existing marks Options | Append comments =
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Student Attendance
Under the Index Tab click on Student Information> General

J Year School | Belair Elementary School El

Index | Search | Help | District Notices
P summer Belair * [04i23/2013]
= magion Phishing Scam Ale

= 110
General .
# CEnsus. “

= -ﬁ s Some districts have rept
5 Fe2SE8

B4 Aftendance )
[ Attendance Wizard Please note that Infinite
I Dialer Activity
[ Naihr Attendance T T O L

Search for the student, entering last name first, then hit Enter or click Go.

J ear School | Belair Elementary School El

Index | Search | Help | |E‘-v_l¢
RSN o RE0w S Gender
@Summar\r I EnrnlrneniSI ﬁ:

Search for a:

| Stugent (=]
ZhPerson Summary Report (=5 Perso
|-E-f' - - Hﬂl | Person Information
Advanced Search == PersoniD
L
Search Results: 1 Hame Mickname
Ef 4=
K En
Gender Race Ethr
F State

Race/Eth

Click on the Attendance Tab, then click New

r Elementary School v
[E v a4

RS ashee  GenderF

Term Full Year 06/03/2013 - 06/28/2013
Instructional Days: 20 Present Days: 20
Period 123 456T

Date: Will default to today’s date

Code: Enter an attendance code for each period the student has missed
Comments: Enter whether the student signed in or out and the time.
Click Save

S
SEE MBI A GenderF
“Usummary | Enroliments | #'Schedule | LiAttendance | (JsTransportation | [ifadHoc Letters | iER 911 |

EEE|

Attendance Information
LEiE D&032013 [T
S x e =
1 | A sbsent  [+]
2 A Absent : |
3 Wt Tardy - |signed in at 10.00 am
o |
o | |
i |
Fill Down
*==Cannot record 2. Student is not scheduled or course doesn't take €.
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Enrollment & Rostering
e Only students enrolled in Infinite Campus should be in the summer school classroom. If you have a
student show up that is not on the rosters, they are grades K-5 and they attended last year, they will
need to get permission from the summer school principal to attend. PK students will have to come
through the Welcome Center to get approved and enrolled. If the principal approves the student to
attend, the parent will need to fill out the summer school paperwork and the SIPA office will need to be
contacted (welcomecenter@jcschools.us or 3043) to get them entered into Infinite Campus.
e If astudentis enrolled in summer school but never shows up to participate:
o If we are able to verify with the parent the student will not be attending, notify Sarah Wilkinson
(sarah.wilkinson@jcschools.us or 3170) that the enrollment can be deleted.
o If we are not able to verify with the parent within the first two weeks, send a list to Sarah
Wilkinson (sarah.wilkinson@jcschools.us or 3170) of all the students who need to be dropped.
e If a student attends at any point during summer school, then stops attending:

o If we are able to verify with the parent the student will no longer be attending, the student can be
dropped as of the last day of attendance. Notify Sarah Wilkinson (sarah.wilkinson@jcschools.us or
3170) that the student is dropping and the last day attended.

o If we are not able to verify with the parent on whether the student will be returning, leave the
student enrolled until the end of summer school and mark them absent for those days. An
attendance code of U will need to be used when marking the attendance.

e [f you have students who transfer from your building to another JCPS building during summer school,
contact the SIPA office (welcomecenter@jcschools.us or 3043). They will take care of moving the
enrollments.

o Keep a list of students that move during summer school for the regular school year secretary.

o Attached is a list of approved Proof of Residency that can be copied and given to parents needing
to transfer.

e If you have roster changes that need to be made, contact the SIPA office (welcomecenter@ijcschools.us
or 3043).

Transportation

e A bus roster list will be provided with students’ names, bus numbers and pick-up/drop-off times.

e All parents will receive a post card from First Student a week before summer school starts that states
the student’s bus number and the pick-up/drop-off times.

e If any transportation questions arise, please call First Student at 659-3039 or 659-3040

Dismissal Duties:
e All clerks are to remain in the building until all of your school’s buses have cleared. You will need to call
First Student at 659-3039 or 659-3040 to verify your buses have cleared.

Other Information
e Any inquiries about registering new student for the upcoming school year will need to be directed to the
Welcome Center at 315 East Dunklin, 659-3043.
e If you receive any documents for incoming Kindergarten students (birth certificate, immunizations, etc.)
please send them through interoffice mail to Valerie Hoover at the Board of Education (BOE) office.
e Any RED interoffice envelopes received need to be kept in a stack for the regular school secretary.

e Any other questions please contact (sarah.wilkinson@jcschools.us or 3170).
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Infinite Campus

Infinite Campus is our student information system.

Open Firefox and go to the intranet page (http://intranet.jcschools.us). Click on the Infinite Campus button to

get to the log in screen.

I

‘ A @ intanetjeschoolsus |

Google ™% Welcome to Microsoft... ( LIVE Infintie Campus S... { SANDBOX Infinite Ca... (= KACE Service Center N Campus Community

Jefferson City Public 5...

—
'CPS This site is designed to provide teachers and staff of the Jefferson City Public School District with in]
ﬁ
e T o
Kro,

Click the logo above to

go to the JCPS District Site.

Infinite Campus

m To access the new student management program "Infinite Campus" click on the Infinite Campus butf
Name and Password. For assistance please call the Planning and Assessment department at 659730ii

To access the Kronos (Time Clock) program, click on the Kronos button in the navigation menu on 4
call the Tech Support department at 659-3121.

4
To access the Kronos (Time Clock) program without using the Java plug-in, click on the link beluwi

m the Tech Support department at 659-3121.
KRONOS LOGIN without Java 3

Kronos/§

4

Enter your user name & password and click Sign In.

Infinite ;@3 Transforming K12 Education®

Campus

Username
kailey.leesman

Password

Signin

District Edition

Version: Campus.1541.4
Jefferson City Schools

Trouble accessing your account? Contact your administrator.

Forgot your password? | Forgot your username?

©2003-2016 Infinite Campus,

. Inc.
waw infinitecampus com

Make sure the upcoming year school building and summer school calendar are selected at the top.
NOTE: This calendar houses all of your remedial and 7 grade Jump Start students.

Infinite =20 - -
c_dmﬁs District Edition

Year 16-17 - School Lewis & Clark Middle School - Calendar 55 16-17 Lewis & Clark Middle -

Index Search

Kailey Leesman
» Student Information

» Census

e Bl B e,k ey

District Announcements

Online Resources
A link to online resources for Infinite Campus has been add;
City Public School website Infinite Campus Staff Resources
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To access the 8" grade students obtaining credit through the high school, select Jefferson City High School in the
school drop down.

Infinite
L SMpus

Year 16-17 - School Jefferson City High Schoaol - NCC

District Announcements

Online Resources
Kailey Leesman A link to online resources for Infinite Campus has been ad
Student Information City Public School website Infinite Campus Staff Resourc:

o2, i ol PR

Index Search

Enrollments

Remedial & 7" grade jump start (Students in MS SS Calendar)

Returning Student enrolling in Remedial Summer School
e Areturning student shows up to enroll in the building; the building secretary will put an enrollment into
the summer school calendar.
o See the Create Enrollment section of this document
e The building secretary will schedule the student into classes.
o See the Scheduling section of this document
o The building secretary will notify the teacher they have a new student.
o The building secretary will notify First Student if the student is a bus rider and enter information on the
Transportation tab
o See the Transportation section of this document

NEW to district student enrolling in Remedial Summer School
e A new student comes to the Welcome Center to enroll. The Welcome Center staff will create a
household, enter the student information, and enter a summer school enrollment for the student.
e The building secretary will schedule the student into classes.
o See the Scheduling section of this document
e The building secretary will notify the teacher they have a new student.

e The Welcome Center will notify First Student about bus riders and enter information on the
Transportation tab. First student will contact the parent/guardian with bus information.

Non-Completion of Summer School:
e If a student attends at any point during summer school, then stops attending:
o If we are able to verify with the parent the student will no longer be attending, the student can
be dropped as of the last day of attendance.
= See the End-Dating the Enrollment section of this document
o If we are not able to verify with the parent whether the student will be returning, leave the
student enrolled until the end of summer school and mark them absent for those days.
e The building secretary will notify the teacher that the student has “dropped.”
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Non-Attendance of Summer School
e [f astudentis enrolled in summer school but never shows up to participate:
o If we are able to verify with the parent the student will not be attending, the enrollment can be

deleted.
= See the Deleting the Enrollment section of this document

o If we are not able to verify with the parent within the first two weeks, the students’ enroliment

can be deleted.
= See the Deleting the Enrollment section of this document

e The building secretary will notify the teacher that the student has “dropped.”

8th grade HS Credit Courses (Students in HS SS Calendar)

Returning Students enrolling in Summer School for credit:
e A returning student shows up to enroll in the building; the building secretary will contact Carrie Welch
at 659-3050 while the student is in the office.
e Carrie Welch will enter an enrollment and schedule for that student into Infinite Campus.
e The building secretary will notify the teacher they have a new student.
e The building secretary will notify First Student if the student is a bus rider and enter information on the
Transportation tab
o See the Transportation section of this document

NEW to district student enrolling in Summer School for credit:

e A new student comes to the Welcome Center to enroll. The Welcome Center staff will contact Carrie
Welch at 301-2873 while the student is in the Welcome Center.

e The Welcome Center staff will create a household and enter the student information in Infinite Campus.

e Carrie Welch will enter an enrollment and schedule for that student into Infinite Campus.

e The Welcome Center staff will notify the building secretary they have a new student for summer school
and the student is in Infinite Campus with an enrollment and schedule.

o The building secretary will notify the teacher they have a new student.

o The Welcome Center will notify First Student if the student is a bus riders and enter information on the
Transportation tab. First student will contact the parent/guardian with bus information.

Non-Completion of Summer School for credit:
e  When a student drops from credit earning summer school, Carrie Welch will “end date” the enroliment
and enter a comment as to why the student did not complete the summer school program.
e Carrie Welch will notify the building secretary and teachers of the drop.

Non-Attendance of Summer School
e If astudentis enrolled in summer school but never shows up to participate Carrie Welch will delete their
enrollment.
e Carrie Welch will notify the building secretary and teachers of the drop.
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Create the Enrollment
NOTE: All new-to-district students need to enroll through the Welcome Center.

1. Make sure you are in the upcoming year, the appropriate school, and the Summer School calendar

J Year 13-14 ~ School Lewis & Clark Middle School ~ Calendar SSLCMS13-14

2. Under the Search tab, search for the student’s name under “All People”
Index | Search | Help |

Search for a:
All People -

o]

Advanced Search ==

3. Once you have found the correct student, click on the “Enrollments” tab and click “New”

LI Wn o
|Grade: 06

g
s

=5 Print Enroliment Histod Y] Mew Enrcliment History

Enrollment Editor

Edit |Grade | Type | Calendar | start Date | End Date

F o7 P 13-14 Lewis & Clark Middle Sch D&M5/2013 4
Start Status: R101 Remained: Advanced ‘Ji
End Status:

4 os P 12-13 Lewis & Clark Middle Sch 08/22/2012 i’
Start Status: 5100 Stopout
End Status: |

4

4. Enter information into the fields indicated below:
a. Calendar: This is the appropriate calendar for your school. This should already be populated if
Step 1 above has been completed.
Schedule: This is already populated — do not change it from “Main.”
Grade: This is the grade that the student will be in during the upcoming school year.
Start Date: This is the first date the student attends summer school.
Start Status: Choose “R101: Remained: Advanced” from the drop-down menu.
Click SAVE

-0 a0 o

Edit | Grade | Type | Calendar | start Date | End Date

07 P 13-14 Lewis & Clark Middle Sch 08/15/2013 -
[F os P 12-13 Lewis & Clark Middle Sch 08i22/2012 B
¥ e P 12-13 Lewis & Clark Middle Sch(Ne Show) 0811612012 081612012
¥ o 2 11-12 Elem Gifted 0212212011 052112012 -

*Calendar

Class Rank Exclude

SELCMS 13-14 [l
f *Service Type
E - P: Primary -
End Status
D :

Transfer To District Transfer To School

Start Comments End Comments
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End-Dating the Enrollment

1. Click on the Enroliment Tab for the student and click on the appropriate Summer School enroliment
from the list

Athletics | [iAdHoc Letters | Waiver | Records Transfer| 1Misc| (9ER911| 3LEP| 3Service
E;g"—' v I Enroll ts I Q}Schedlle I ';Cg'ﬁthendannel Flags(formerly Prngrarns}l FYGrades I
= Print Enrolment History | ] New | ] New Enroliment History

Edit | Grade Type Calendar Start Date End Date

E SSLCMS 13-14 05/ 3

Start Status: R101: Remained: Advanced &

End Status: d
E - - .
E 05 - =

2. Enter an “End Date” and “End Comments”
a. End Date: The last day the student sat in the classroom
b. End Comments: Why the student did not complete the summer school program
c. Click SAVE

Edit | Grade |Type | Calendar Start Date End Date
ﬁ o7 P 13-14 Lewis & Clark Middle Sch 08/15/2013 r
E’ 06 P 12-13 Lewis & Clark Middle Sch 08/22/12012 @
ﬁ 05 P 12-13 Lewis & Clark Middle SchiNo Show) 08162012 naMezinz
E’ 05 P 11-12 Elem Gifted 082212011 05212012 -
8 General Enrollment Information
*Calendar *Schedule *Grade Class Rank Exclude
S5 LCMS 13-14 - Main 07 - [l
*Start Date No Show nd Date End Action *Service Type
6132013 [T | = P Primary -
*Start Status End Status
R101: Remained: Advanced - -
Transfer Te District Transfer To School
-
Start Comments nd Comments

Withdrew due to parent request.
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Deleting the Enrollment
*NOTE: If you inadvertently delete an enrollment, please contact the SIPA offices ASAP.

1. Click on the Enrollment Tab for the student and click on the appropriate Summer School enroliment
from the list

Athletics | [i{AdHoc Letters | Waiver | Records Transfer| (aMisc| IER911| 3LEP| 3Service

E@E v I Enroll ts | ﬁs-l:hedde I ';L'Il;'ﬁtbemlanne I Flags(formerly Programs) I [ Grades I
(=) Print Enroliment History | ] New | ] New Enrolment History

Edit | Grade Type Calendar Start Date End Date
g o P 3-14 -
Start Status: |R101: Remained: Advanced |
End Status:
¥ 0 ' - .
EAE —

2. Click “Delete”

(& sa€ X Delete o) Print Enroliment History | ] New | ] New Enroliment History

Enrollmein cunur

Edit | Grade  |Type | Calendar | start Date | End Date
or P 13-14 Lewis & Clark Middle Sch 08M52013 -
B’ 06 P 12-13 Lewis & Clark Middle Sch 082212012 =
B’ 08 P 12-13 Lewis & Clark Middle Sch(Mo Show) oaMaeiz0z oaMs/z012
B’ 0s P 11-12 Elem Gifted 08rZ220M os21/z20M2 -
*Calendar *Schedule *Grade Class Rank Exclude
S5 LCMS 13-14 - Main « 07 - l
*5tart Date No Show End Date End Action *Service Type
61312013 [T 7 ] - P: Primary -
*Start Status End Status
R101: Remained: Advanced - -
Transfer To District Transfer To School
-
Start Comments End Comments
Ty T T T T — T ——

3. The following warning will appear — click OK:

Warning: you are about to delete an enrollment. The student's schedule and attendance data will also be deleted if the student has no other enrollments in this calendar. Are you
sure you want to do this instead of entering an enrollment end date?
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Transportation

Remedial & 7th grade jump start (Students in MS SS Calendar)
e All parents will receive a post card from First Student a week before summer school starts that states

the student’s bus number and the pick-up/drop-off times.

e If there are address changes for a student that result in busing changes, contact First Student.

e The SIPA office will upload bus information into the Transportation tab right before Summer School
Starts. This will allow you to see bus information on individual students.

e If any transportation questions arise, please call First Student at 659-3039 or 659-3040

8th grade HS Credit Courses (Students in HS SS Calendar)
e |[f the student moves during summer school, does not have transportation and needs to move to the
other middle school, contact Carrie Welch.
o All parents will receive a post card from First Student a week before summer school starts that states
the student’s bus number and the pick-up/drop-off times.

e If there are address changes for a student that result in busing changes, contact First Student.

e The SIPA office will upload bus information into the Transportation tab right before Summer School
Starts. This will allow you to see bus information on individual students.

e If any transportation questions arise, please call First Student at 659-3039 or 659-3040

1. Make sure you are in the upcoming year, the appropriate school, and the Summer School calendar

J Wear 13-14 » School Lewis & Clark Middle School » Calendar S5 LCMS 13-14 -

2. Under the Search tab, search for the student’s name under “All People”
Index | Search | Help |

Search for a:
All People -

| Go |

Advanced Search >=

3. Once you have found the correct student, click on the “Transportation” tab and click “New”

Athletics | [i{AdHoc Letters | Waiver | Records Transfer| aMisc| 3ER911| L3LEP
_llSummary I Enrollments I Q&hduh I ':I:lg'ﬂtbendanne I Flags(formerly Programs)

Iranzportation Calendar

Edit | Calendar | start Date | End Date 3
ﬁ S5 JCHS 13-14 08032013
ﬁ 12-13 Thomas Jefferson Middle 08/16/2012 3
ﬁ 10-11 Thomas Jefferson Middle 08172010
ﬁ 059-10 Pioneer Trail Elementary DEM 2009 -
ﬁ 08-0%9 West Elementary School DaMar2008
ﬁ 07-08 West Elementary School 0aZ202007

et ettt - el e il e el AP Sl e A B g e
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4. Fill out the following information and Click Save.

e If astudentis a bus rider, click the “Bus Rider” checkbox. In addition, choose an option from the drop-
down “Bus” field — AM, PM, or BOTH.

e If there is an alternate address, continue to use the Alt Address fields, as explained in the “Secondary
Transportation Form” document.

e The Onsite Care, Walk, Car Rider, and Daycare Bus are used at the elementary level.

Parking Permit

—_— }
Bus Rider Bus:
v
SUNSRE Care, Tvam
- -
Car Rider: Daycare Bus:
Alt Bug Street Number Alt Bus Prefix
Alt Bus Strest Al Bus Tag f
1
Alt Bus Direction Al Bus Apt
Alt Bus City Alt Bus State
| Alt Bus Zip Al Address Purpose .
-
Adult Residing at At Address Adults Phone Number
( ) 5 x
L Comments for RrstStudent_____________ Comments forSchoolSfaff 1
*
Second Car Make Second Car Model ]
Second Car Color Second Car Plate Number
Second Car Parking Permit Online: Bus Contract Parent !
-
——— ot e A Al el B i Ot Al e ey . . .

e |[f the student is part time, their schedule needs to reflect only the class they are attending. See the
“Enrolling a Part-Time Student” Document to see how to enter the student’s enrollment. The
instructions below walk through how to create a full schedule.

Walk-In Scheduler

This is to be used to schedule individual students if they come in AFTER school starts.
1) Select the upcoming Year, School, and Calendar

Campus 1
' ‘ear 1314 = School Lewis & Clark Middle School + Calendar S5 LCHS 13-14 v
Inde T R District Nofices F
[H] Cheri Twehous ® [04/2312013]

(¥ Student Information
@;‘] Census
e Behavior

2" Health

Phishing Scam Alert from Infinite Campus ]

gy

2) Select the Search tab and choose Student as the search type. Enter the student’s name (last name first)

in the search box below and click “GO”. The student must be enrolled in the calendar selected in step 1

in order for them to appear.
| !

]
J Year 13-14 w» School L

Index | Search | Help |

Search for a:
Student T -

=

Gol
AUVdITEES SEdl LT ~~

NI SN NN _}
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3) Select the Schedule Tab under Student Information > General.

Athletics | [ifadHoc Lette s Transfer| aMisc| 3
rz ,l...-' "= \'ﬁtbuﬂﬂmlﬂags(fwrm
Table - Group by Course (All Tel y Active Courses Only @Pmﬂ
Term Term 1 ]
(06/03/13-06/28113) l
i
[
?
Lunch Time Non-nstructional j
1 1 |07:40 AN - 10:27 AN ]
2 | 2 [10:27 AM-11:13 AM 15 3
3 3 [11:13 AM - 02:30 PM o

4) Notice that the schedule is empty. Click on Walk-In Scheduler.

Athletics | [idAdHoc Letters | Waiver | Rmrds'rransfer| LaMisc| (3ERO11| (3LEP | LaServices | anlus| [FRe

Table - Group by Course (Al Terms)

Term Term 1
(06/03/13-06/28/13)

Period Info

5) Each period should be showing a blue “Empty” hyperlink.

30 'l 1l

=

Table - Group by Course (All Terms)

EffectiveDate ~ [5]  Terms [V]q Requested Units: (0/3)
@ Course # Course Name Sn# Type Lock
R -
R - ]
R - [
k R -
st asn s R Foand

Athletics | [ifAdHoc Letters | Waiver | Records Transfer | GMisc| (3ER911| LEP| (3Servicd
| #schedule | {¥Attendance | Flags(formerly Programs) | [%Grades |
- @DisplayA:ﬁveCnur&esOnbf .%PmtOR Choose a report option -
[ Load [*f Unload [ End [ Restore 3, Search

[ save Regs 3 Clear Regs [{ Get Sched Regs
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6)
period and term selected, it will populate in the Section Search area and will only display
course/sections that fall in that time frame.

Athletics | [idAdHoc Letters | Waiver | Records Transfer | (aMisc| ER911| LILEP | CiSe
-—[: v | ts | g’s:hednle | ':Il:'Attendam:el Flags(formerly Programs) | [#fGrad
Table - Group by Course (Al Terms) @Display Active Courses Only Print OR Choose a report option

E’ Load E’ Unload E’ End E’ Restore E’ Student

Effective Dat [ T =
ective Date O Terms [V |StartDate 060412013 73] | §
i
-1

Term 1
06/03/2013 - 06/28/2013
Course Name
Elemery Deoarment
epartmen
Eemery =
Teacher

108 55 ESOL
108 55-1 (0/) Barlow, Jane T.Term 1 P:1 [EP=s: 0

1P Preferred Family 55
AP-1 (0¥} T-Term 1 P:1 [EPs: O

200 Math 55
200-1 (/) Wilson, Brenda T:-Term 1 P:1 [EPs: O
200-3 (0/) Duryea, Crystal TTerm 1 P:1 [EPs: 0
200-5 (0/) Gauzy, Don T:Term 1 P:1 [EPs: 0 i
200-501 (0/) Kelly, Sue T:-Term 1 P:1 IEPs: O 5

7) The Course/Section list can be narrowed down by several other things:

a. Course Number
b. Course Name
c. Department

d. Team

Athletics | [idAdHoc Letters | Waiver | Records Transfer | (aMisc| ER911| LILEP | CiSe
-—[: v | ts | g’s:hednle | ':Il:'Attendam:el Flags(formerly Programs) | [#fGrad
Table - Group by Course (Al Terms) - ‘—jDisplay Active Courses Only ¢ Print OR Choose a report option

E’ Load E’ Unload E’ End E’ Restore E’ Student

Effective Date o Terms [/
J Start Date 06/04/2013 3
el Course Number
06/03/2013 - 06/28/2013
Course Name
Elemery ——
epartmen
Eemery P e
Teacher
E[emery
- | Term Term 1
Period 1
Schedule
Search
j

108 S5 ESOL -1
108 55-1 (0/) Barlow, Jane T.Term 1 P:1 [EP=s: 0

1P Preferred Family 55
AP-1 (0¥} T-Term 1 P:1 [EPs: O

200 Math 55
200-1 (/) Wilson, Brenda T:-Term 1 P:1 [EPs: O
200-3 (0/) Duryea, Crystal TTerm 1 P:1 [EPs: 0
200-5 (0/) Gauzy, Don T:Term 1 P:1 [EPs: 0 i
200-501 (0/) Kelly, Sue T:-Term 1 P:1 IEPs: O 5

Page 11 of 24 Office of Student Information, Planning and Assessment

Click on the “EMPTY” link for first period that needs to be scheduled. This will bring up the Section
Search box. Make sure the Start Date is the first day the student will be in class. Notice, based on the
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8) Click on the course/section the student will be rostered into.

Athletics | [i{AdHoc Letters | Waiver | Records Transfer | LaMisc| (SER911| 3LEP| _aSe

=

v | Enroll | gifschedule | {¥Attendance | Flags{formerly Programs) | [AGr.

Table - Group by Course (Al Terms) v --jDieplay Active Courses Only (&)Print OR  Choose a report option

[’ Load [ Unioad [ End [ Restore [ Student

Effective Date Terms
&= s StartDate  g&042013 ]
Term 1 Course Number
06/03/2013 - 06/28/2013
Course Name
1B Devariment
‘epartmen
2B 3 T
Teacher
5B
e Term Term 1
Period 1
Schedule
108 §SESOL

1

108 55-1 (0/) Barlow, Jane T:Term 1 P:1 IEPs: 0
P Preferred Family 5§
AP-1 (0¥} TTerm 1 P:1 [EPs: 0

55
200-1 (0/) Wilson, Brenda T.Term 1 P:1 IEPs:

200-5 (0/) Gauzy, Don T:-Term 1 P:1 [EPs: 0
200-501 (0/) Kelly, Sue T.Term 1 P:1 [EPs: 0

9) This will schedule the student into the class selected.
Athletics | [ifadHoc Letters | Waiver | Records Transfer| CaMis
:ESummarvI Enrnlrnenisl ﬁ&:hﬂdlﬂe I ':Lli'.ntbemlannel Flags|

10

~—

Repeat steps 6 and 7 for every empty period and every term until the schedule is filled.

*NOTE: A Start Date MUST be listed if a student is starting a class after the first day of the term.

Athletics | [:{AdHoc Letters | Waiver |
:;QSummarvI Enrnlrnerﬂzl Q&M*
Table - Group by Course (All Terms) "a‘ﬂis

Effective Date B Terms  |[¥] 1

06032013 - 06/28/2013

20041
Math 55
Start:06/04/2013

400-1
PE 55
Start:06/04/2013

6715-2
Gateway to Technology 55
Start:06/04/2013

Page 12 of 24 Office of Student Information, Planning and Assessment
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Attendance

Attendance will be taken by the teachers each day. Once the teachers have taken the
attendance, it will need to be verified in the office using Classroom Monitor and Daily
Attendance. Attendance can also be entered on a student at the office. There are twod
ifferent methods for entering attendance. The Attendance Wizard allows the user toa
pply attendance to a group of students at one time. The Student Attendance allows

the user to enter attendance for an individual student.

e [fa student arrives after school starts, the student will need a pass from the
building secretary

Remedial & 7th grade jump start (Students in MS SS Calendar)

e The middle school secretary will be responsible for verifying all attendance.
o See the Daily Attendance section of this documentation

e The building secretary will contact a parent/guardian for those students marked as Absent. The building
secretary will enter the appropriate reason in Infinite Campus and enter any relevant comments.

e [f a student checks in late or leaves early, the student will sign infout at the front office. This
information is entered into Infinite Campus by the building secretary, noting the time and entering any
relevant comments.

e When a parent/guardian calls in for the student, this information is taken by the building secretary and
entered into Infinite Campus.

8th grade HS Credit Courses (Students in HS SS Calendar)

e Carrie Welch will be overseeing the number of hours missed, etc. for the students taking summer school
for credit.

e Carrie will also be verifying the attendance for these students.

e |f a parent/guardian calls regarding attendance for one of these students, the attendance needs to be
changed/entered on the student record by the Middle School Clerk.

e If a student checks in late or leaves early, the student will sign in/sign out at the front office. This
information will be entered into Infinite Campus by the Middle School Clerk, noting the time and
entering comments.

e Fax sign-in/sign-out sheets to Carrie Welch at the end of each day to 659-3207.

Attendance Codes
e Absent
o Used when a student misses half or more of a period and contact with parent has been made as
to why the student is absent. Use the Comment Field to explain the reason for the absence.
e Unexcused
o Used when a student misses half or more of a period and no contact with parent has been made
as to why the student is absent.
e Tardy
o Used when a student comes into school missing less than half of a period
e Left Early
o Used when a student leaves school missing less than half of a period

Page 13 of 24 Office of Student Information, Planning and Assessment Modified 2/22/16



Absent/Tardy/Left Early Chart

Use the chart below to determine whether a student is Tardy or Absent to class based on the time they enter or

leave the building.

Chart for Remedial & 7t grade jump start (Students in MS SS Calendar)

Thomas Jefferson/Lewis & Clark SS

Student I'N
Period | Time Frame| SignIn Time Sign In Code Sign In Time Sign In Code
1 7:30-11:45 7:30-9:37 T: Tardy 9:38-11:45 A: Absent or U:Unexcused
2 11:45-3:30 11:45-1:37 T: Tardy 1:38-3:30 A: Absent or U:Unexcused
Student QUT
Period | Time Frame | Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:30-11:45 7:30-9:38 A: Absent or U:Unexcused 9:39-11:45 L: Left Early
2 11:45-3:30 11:45-1:38 A: Absent or U:Unexcused 1:39-3:30 L: Left Early

Chart for 8th grade HS Credit Courses (Students in HS SS Calendar)

High School SS
Student I'N
Period | Time Frame| Sign In Time Sign In Code Sign In Time Sign In Code
1 7:30-9:21 7:30-8:25 T: Tardy 8:26-9:21 A: Absent or U:Unexcused
2 9:21-11:49 9:21-10:34 T: Tardy 10:35-11:49 | A: Absent or U:Unexcused
3 11:49-1:40 11:49-12:44 T: Tardy 12:45-1:40 A: Absent or U:Unexcused
4 1:40-3:30 1:40-2:34 T: Tardy 2:35-3:30 A: Absent or U:Unexcused
Student OUT
Period | Time Frame | Sign Out Time Sign Out Code Sign Out Time Sign Out Code
1 7:30-9:21 7:30-8:26 A: Absent or U:Unexcused 8:25-9:21 L: Left Early
2 9:21-11:49 9:21-10:35 A: Absent or U:Unexcused 10:36-11:49 L: Left Early
3 11:49-1:40 11:49-12:45 | A: Absent or U:Unexcused 12:46-1:40 L: Left Early
4 1:40-3:30 1:40-2:35 A: Absent or U:Unexcused 2:36-3:30 L: Left Early

Step 1: Classroom Monitor
The Classroom Monitor shows which teachers have recorded attendance for a course section during the

appropriate period. In addition, the Classroom Monitor allows the attendance clerk to rapidly enter attendance

for teachers or substitute teachers if they are provided a roster or other list of students in that section.

1)

Select the upcoming Year, School, and Calendar

Campus

]

Year 13-14 + School Lewis & Clark Middle School

~ Calendar 55 LCMS 13-14

- |

Index | Bearch | He|p |

:_jj Cheri Twehous

+ |ﬁ| Student Information
+ @: Cenzus

+ ﬂe Behavwior

o

District Notices
® [04/2312013]

Phishing Scam Alert from Infinite Campus

Page 14 of 24
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2)

5)

Page 15

Click Attendance > Classroom Monitor

Campus ;

Year 13-14 « School Thomas Jefferson Middle

Index | Search | Help

i gt T

+ 7 Student Information This tool mo

+ Qﬁh Census

=G Heatth

- -:Q:- Attendance Date: 06M0/2
% Attendance Dialer Teacher
% Attendance Letters Banks, Sharman

: Barlow, Jane

=t Corcoran, Michael
[ Daily Attendance Forck, Andrea
[ Dialer Scheduling Harris, Laurie

i, LTI g B g i2s, b

The date will default to the current date. If the date needs changed to a different date, enter the date
and click Refresh.

This tool moniters classroom attendance. 5

Date: 06/10/2013 7] Prit | Primary Teachers Only

L ST T

cacner Dept Tontact 1 2
Banks, Sharman = é;»:b 100-21 (40/41) 200-21 (—/40)
Barl Jane — A BN, PP PR W A |

The Classroom Monitor lists all the primary teachers in the building along with the two periods they are
scheduled. If the teacher has taken attendance in the class, the Classroom Monitor will display Green
for the section. If the teacher has not taken attendance, the section will display in Red.

Classroom Monitor

_ _ Teacher has
This toel monitors classroom attendance.

taken
attendance
in this class

Date: 06/10/2013 T3 Print

Teacher Dept Contact 1
Banks, Sharman

54 A

Barlow, Jane é’}‘

Corcoran, Michael Special Education poq 100-11 (—-/40) | 200-11 (—-/41) Teacher has
Forck, Andrea 54 00-21 (40/41) 200-21 (40} not taken
Harris, Laurie o attendance
Harris, Lindsey | Science 5] 100-11 (—/40) | 200-11 (—/41) 1 in this class
Schafer, Connie o |

Schiender, Ashley | 100-21 (40/41) 200-21 (--/40)

Smothers, Greg 2 |

Wibberg, Cindy 5001 (—-7)  500-2 (—-IT)

e i AL bl sy e g st gl il s . g . b et gl

If a teacher has not taken attendance, contact needs to be made with that teacher to make sure they
take attendance.
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6) If there is a sub for the teacher that day and you have a paper attendance sheet, attendance can be
entered straight from this screen by the Middle School Clerk. Click on the section that attendance needs

to be taken for.

This toel menitors classroom attendance. 3

Date: 06/10/2013 [75] S print [l Primary Teachers omyf

Teacher Dept Contact 1 2
ianks, Sharman | & 100-21 (40/41) 200-21 (—/40)
jarlow, Jane | &

Zorceran, Michael Special Education 100-11 (—40) 11 (—41)
Forck, Andrea ] Bk 21 (--140)
Harriz, Laurie 2 | 100-11 {—Hl\' 1 (—i41)
Hapris, Lindsey | Science | E__‘_ 00-11 11.1-41)

7) Mark attendance for the students who are not in class and click Save.
100-11 §S PBL Comm Arts/Math

gche greoran, Michael

Date Selector
6102013 [Te| | Change Date

Student Name
100-11 55 PBL Comm Arts/Math

P A

T Ewcuse Comments

37  Totalg| 35

08 Adimivm Apaiine &

07 Al v 3

08 Adwert, hemprivit-pu

07 Agtin Wammiing &

07 Depah, Sl &

02 Dasveih Sy &

|
3
|

Step 2: Daily Attendance
Once the attendance has been taken by the teachers (verified by the classroom monitor), the Daily Attendance
page can be used to verify the attendance. The Daily Attendance tool displays student attendance events
(absences or tardies) for a given day. From here, individual student attendance can be processed.

1) Select the upcoming Year, School, and Calendar

(\.
Campus

~ Calendar 35 LCMS 13-14

Year 13-14 + School Lewis & Clark Middle School
Index

@ Cheri Twehous

(% student Information
% Census

£ Behavior

District Notices
* [04i2312013]

Phishing Scam Alert from Infinite Campus

Some districts have reported that staff or parents havi

Page 16 of 24
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2) Click Attendance > Daily Attendance

Infinite C o
Campus

i |
[E | vear 1314 - School Lewig

Index | Search | Help |

@;h Census

Ee Behavior

“G Health

=] -:il:— Attendance
% Attendance Letters
% Attendance Wizard
% Classroom Monitor

!
ﬁ] Student Information 1

3) Daily Attendance displays the current date by default. Users can enter another date to view attendance

information for that day.

i [ Daily Attendance |
EéSurrrnar_v Report E%Caler Report

Daily Attendance
Date:  gemar012 75|

Day: Friday - Period Schedule: 1

grid below.

Ad Hoc Fiter

Note: For additional
section detail hover r
over a period in the

Student
Details Evurfiu® Sag Wit

Number Grace

703954

Details Farm s Smamenn Wastim

gT11807

Details Huwwmtier doriiime St Dol

9906248

Details Huhl dwsii duniien

073570130

Details Pl 0 Sl dw i

9803771

Details Ptvemin St St

5808513

Details Rusmas S i

0011815

Details Soil, Sawiesi aiiv

9702648

Details Thurtsat. i s

9808783

Details Vit Sty S s

450544057

Details Vil Swiles =

9811788

EE I35 8BS B 88885

Details Vs, S

341428403

b
[
}

4)

Details Ferrell, Eric Dewayne Michael

G7T11807

Details Hampton, Jordan Kenneth-Hyde

9906248

Details Hart, Jorden Justine

073570130

: Details Phelps Jr., Richard Harlan

BB03TT1

| Details Rhoads, Nicholas Stephen

‘9608913

! Details Rucker, Shavon Mekel

0011915

Details Smith, Daniel John

9702648

Details Thurman, Tyra Lakole

9308783

D il ddi e el s e glio g s,

Page 17 of 24

Date:  osimara012 7 ‘Unknoun Expused nexoused Exempt Note: For addiional
section detail hover
Day: Friday - Period Scheduls: 1 over a period in the
grid below.
Ad Hoc Fitter
1| Details Everheart, Keja Monay 9703994

st

Name: Richard + helps - 9803771

Period Code

Status

Excuse Present Minutes Comments

3 L

Fill Down
Clear

Y

**=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

Office of Student Information, Planning and Assessment
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5) Attendance records that are listed in Yellow have been entered by a teacher but have not been verified

by the office. At the end of the day, no attendance records should be in yellow.

i EfDﬂv Attendance I

& summary Report =) Caller Report

Daily Attendance
Date:  gei0a/2012 o

Day: Friday - Period Schedule: 1

Note: For additional
section detail hover r
over a period in the
grid below.

Unknown Excused Unexcused Exempt

Ad Hoc Filter

u
Detaile Eomsfant S i 9703594
Details Fastail s St St 9711807
Details Huemitees vt Saamesimii dhpi 9906248
Details Huh i duilse 073570130
Details Phaies & S tusine 9803771
Details R Shisiies S 5808913
Detailg Rovmas triumois S 0011915
Details S, Su e 9702645
Detaile Thurmmt S s 93087283
Details Vi Sy S ain 450544057
Details Vi, Sus 9311788

i Details Vi Sermis 341428403

Number Grade

Caller Report

The Daily Attendance Caller Report can be run to generate a list of students whose parents/guardians may need

to be contacted to determine the status of the attendance event. Contact information displays along with the

details of the attendance event for each student. The Caller Report displays attendance events on the entered

date that have a status of Absent and an Excuse type of Unknown.
1) Click on Caller Report

Daily Attendance
Date:  gigizn12

Day: Friday - Period Schedule: 1

Note: For additional
section detail hover
over a period in the
grid below.

Ad Hoc Fiter

Details Ev

Details Formb  =o o ogiin - dmmgp -

2) Areport with a list of students whose attendance has not been verified will display along with their
parent/guardian contact information.

Generated on 05/14/2

12-13 Attendance Caller Report

Lewis & Clark Middle School Date: 6/8/2012
325 Lewis & Clark Drive, Jefferson City MO 63101

013 04:49:06 PM  Page 1 of 1 Report generated for Twehous, Cheri

Period

Grade Student Number 1 _2 _3
09 Pl s 9803771 _A o
Fowss wwiifer Mother  Home: (573)6° Work: (573)6%° " Cell: (573)6% =
Fise e Father  Home: (573)68 W8 Work: (573)8%% W
08 Thisws o i 9808783 A
Thsae LA Mother  Home: (573)6 % ' email: el @embargmail.com
09 W - 341428403 A o
Wishs Befy Mother Home: (314)43¢ 400 Cell: (314)4% 4 email: B @yahoo.com
Attendance Code Legend:
A: Absent t: Tardy U: Unexcused

s Sy SO0

Page 18 of 24
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Daily Attendance Report

The Daily Attendance Summary Report displays the attendance events for each student and period for the day

entered on the Daily Attendance Tab. An explanation of the codes describing each attendance event appears at
the end of the report. Homeroom teacher, where used, appears below the student's name. This report displays all
attendance entries for the day, including those with an Unknown excuse and those that have been processed by

the attendance office.

1) Click on Summary Report to get a print out of the day’s attendance.

2) This will give you a print out of the daily attendance tab

Page 19 of 24

i Caller Report

Day: Friday - Period Schedule: 1

Ad Hoc Filter

over a peri
grid below.

Student

Details Everheart, Keja Monay

Number Grade 1

9703994

Details Ferrell, Eric Dewayne Michael

S711807

el il e g JE il o P ——

12-13

Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:52:39 PM  Page 1 of 1

Daily Attendance Summary Report
Date: 6/8/2012
Report generated for Twehous, Cheri

Period

Grade Student Number 1 2 3
08 Ev 0 g t

Comment: Signed in at 8:06am - unexcussed ct

09 Femsll Bt Duwnpre Whahiostt 570 N0ET u u u
08  Hamgmun Jevsfion Sanmatie stpis  SHDEI S U U u
09 Has®  Jwiiesn Al Loe it Y] U u
09 Pl i Sl Masfiis MR A

08 Riwints Ml Shaghes iy A A A
Comment: Called mom -ill ct

07  Rufar S Wit npe vy u U u
09 Seith it Jven TLat u u u
08  Thusmine ¥ yns Latbaite ubilir oty A
07 Wailken Sy Paniline fom Wineant A A A
Comment: ill - dad called ct

08 Wat Duillises & e A A A
Comment: ill - grandma called ct

09 Wysm Farmane b MO A

Attendance Code Legend:

A: Absent t Tardy U: Unexcused

Office of Student Information, Planning and Assessment
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Step 3: Option 1: Attendance Wizard

The Attendance Wizard tool allows the attendance office to quickly create or change attendance data for a
group of students using a variety of modes. Attendance is entered for the current date by default. This date can
be changed to another instructional day where attendance was recorded.

1) Under the Index Tab click on Attendance > Attendance Wizard

Campus

Year 13—14E| School | Belair Elementary SchnnlEl

Index | Search | Help
[H] summer Belair

] Iﬂ Student Information 2. Mode:
[ General 3. Students:
] @g Census
N

1Y Attendance

& Attendance Wizardy s
T —

e e

E’ Daily Attendance
# ]| Reports
= ﬁ Scheduling
F || Reports
= @ Ad Hoc Reperting
SF Fitter Designer
Iy Letter Designer
@ Letter Builder
n Data Export
@ Log Off

1. Attendance Date:  0430/2013 [75]

() Daily (7 Period () Batch (7 Edit
A, Search for Students

() Bateh Edit (7) Check In () Check Out
B. Select students to add to edit list

Last Name

First Name

Grade Iz‘
SSN/PIN 4 A
Student #

Aft Code

Status/Excuse

B[]

Course - Section -
Period

Ad Hoc Filter El

C. Click on a student to remove from list:

Enter attendance information and click Save

,

}
|

-

2) Follow the steps through the wizard:
1. Attendance Date: This date will default to the current date

1. Attendance Date: [E[EZLE H

2. Mode:
a. Daily: records student attendance for the entire day
b. Period: records student attendance for the selected period
c. Batch Edit: records attendance for a date range for the selected periods

1. Attendance Date: [EELE 3
2. Mode: i@ Daily (=) Period (7) Batch (7) Edit (7) Batch Edit (7) Check In (=) Check Out
3. Students:

e C(Click on Search to pull up a list of all students in section B
e C(Click on the students’ names whose attendance needs to be placed to move them over to

section C.
1. Attendance Date: [(EEZRE 75|
2. Mode: (@) Daily (*) Period (7) Batch (*) Edit (*) Batch Edit (") CheckIn (=) Check Out
3. Students: A, Search for Students B. Select students to add to edit list C. Click on a student to remove from list:
Last Name e Da %
We Bo
First Name We Bu
He
Grade [+] ik Rh
Wi
o T ; Tol
SSN/PIN |E S ) Zin
Student# _’,‘,:
w
Att Code [+] i
Zin
Status/Excuse E‘ E L - I
Course - Section A
Zo
Period < 1 »
Ad Hoc Fiter ] (sekatan

Modified 2/22/16
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4. Daily: records student attendance for the entire day

e Attendance code: A: Absent or U: Unexcused
e C(Click Save Attendance

4. Daily Enter attendance information and click Save

Attendance Code | A Absent El
Comments

Comments Options | Append comments El

Owerwrite Existing Data

Save Attendance

Period: records student attendance for the selected period
e Period: The period the student is signing in or out
e Attendance Code: T: Tardy or L: Left Early
e Comments: Enter whether the student signed in or out and the time.
e C(Click Save Attendance

4. Period Enter attendance information and click Save

Period Mods: The attendance code iz applied to the sslected period.
Current Period | 1 (07:25 AM - 08:35 AM) [ ]

Attendance Code |t Tardy El

Comments Signed in at 7:45

Comments Options | Append comments El

V| Overwrite Existing Data

Save Atftendance

Batch Edit: records attendance for a date range for the selected periods

Page 21 of 24

From: Select the date range you are entering the attendance for

Code: Enter an attendance code for each period the student has missed
Comments: Enter whether the student signed in or out and the time.
Click Save Attendance

4. Batch Edit Enter attendance information and click Save

From: |D8/03/2013 [T5| Te: 06/03/2013 [T5]

Present

Period Code Status Excuse Minutes Comments
1 A Absent El
2 A Absent El
3 t: Tardy El Signed in at 10:00 am
4 [+]
5 [+]
6 [+]
V| Overwrite existing marks Options [ Append comments  []

Office of Student Information, Planning and Assessment
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Step 3: Option 2: Student Attendance

The Student Attendance Tab allows you to manually add or edit attendance for a specific student.

1.

Under the Index Tab click on Student Information> General

J edr School | Belair Elementary School EI

Index | Search ‘ Help ‘

Fi{] summer Belair

dep 3

) Addresses
= -:ﬁ_.;— Attendance
%1 Aftendance Wizard
I Dialer Activity

[ naihe attendancs

2. Search for the student, entering last name first, then hit Enter or click Go.

District Hotices
o [04/2312013]

Phishing Scam Ale

Please note that Infinite

Some districts have rep

R [ Y

J Wear School | Belair Elementary School EI

Index | Search | Help |
Search for a:

| student

&l
B [co]]

Advanced Search =»

Search Results: 1

K En

[E o i

Esann e o0 REdw S Gender
E@Sumnﬁaw I Enrulmenisl Q}:
& Perzon Summary Report 5 Perso

Perzon Information
PerzoniD

ot
Hame Nickname
o
Gender Race Ethr
F State
Race/Eth

3. Click on the Attendance Tab, then click New

r Elementary School [
[E s M ¢
IR s GenderF

L] Nevy &5 Period Detail &) Daily Detai

Snmmaryl Enrollments‘ ﬁsdledule r:.ﬁi'kttendancel

ransportation | [[{AdHoc Letters | 3ER 911 |

Term Full Year 06/03/2013 - 06/28/2013

Page 22 of 24

Instructional Days: 20 Present Days: 20 Hete
Period 1,2/ 3/4/5|6|T

Absent 0|/0|0|0 0|0 |0

Early Release 0|00 0|0 (0|0

Tardy o|0o|o|of0 |0 |0

Course Number & Name Absent Tardy

Office of Student Information, Planning and Assessment
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4. Date: Will default to today’s date
Code: Enter an attendance code for each period the student has missed
Comments: Enter whether the student signed in or out and the time.
Click Save

E b Mhibpas 4
[ o wEdw Skt GenderF
“Dsummary | Enrollments | #§'Schedule | L{Attendance | (jsTransportation | [iadHoc Letters | 3ER 911 |
Attendance Information
e 1610312013 7]
Perioc Code __iatus Excuse Present Minutes Comments |
1 A Absent E|
2 A Absent El
3 MtTary [+ |Signed i at 10:00 am
| = I
3 | I I
e | =i I
Fill Down f
*=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

Grades

Remedial & 7th grade jump start (Students in MS SS Calendar)
o No grades are entered into Infinite Campus

8th grade HS Credit Courses (Students in HS SS Calendar)

e Teachers will put grades into Infinite Campus for each student.

e Teachers will print out mid-terms and send them home with students (about 2 weeks into school).

e At the end of summer school, a counselor will be at each building. Teachers will check out with the
counselor before leaving. The counselor will verify in Infinite Campus that grades have been posted
correctly for each class/student.

e Once all teachers have checked out and grades verified, grades will be posted to transcript for credit.

e Julie Pearson will print and mail grade cards home for all students who received credit during summer
school.

Behavior

Remedial & 7t grade jump start (Students in MS SS Calendar)
e Historically, Administrators have handled all discipline issues, including entering referrals into Infinite
Campus.
e  When a student is removed from summer school due to discipline reasons, the building secretary will
enter the drop date and the comment “removed due to discipline” into Infinite Campus.

8th grade HS Credit Courses (Students in HS SS Calendar)
e Administrators take care of all discipline issues, including entering referrals into Infinite Campus.
e Administrators will contact Carrie Welch with discipline issues for the 9th grade credit students who are
removed from summer school.
e If a student is removed from summer school due to discipline reasons, Carrie Welch will enter the drop
date and the comment “removed due to discipline” into Campus.
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Other Information

e Any inquiries about registering new students for the upcoming school year will need to be directed to
the Welcome Center at 315 East Dunklin, 659-3043

e Any BRIGHT RED interoffice envelopes received need to be kept in a stack for the regular school
secretary.

e If notified about students moving out of your building, keep a list for the regular school secretary of any
and denote where they will be attending in the fall (ex. Lewis & Clark, Columbia Public Schools).

e Student Cumulative files go to Simonsen with other files at the end of May.

o The counselors in each building are getting copies of IEPs, 504s, etc. to Carrie for the students
who are enrolled in credit summer school.

e Any other questions please contact the SIPA office (3043) or Carrie Welch (659-3050) for middle school
students participating in High School Classes.
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Enrollments

8th grade HS Credit Courses (Students in HS SS Calendar)

Returning Students enrolling in Summer School for credit:
e A returning student shows up to enroll in the building; the building secretary will contact Carrie Phillips
at 301-2873 while the student is in the office.
e Carrie Phillips will enter an enrollment and schedule for that student into Infinite Campus.
o The building secretary will notify the teacher they have a new student.
e The building secretary will notify First Student if the student is a bus rider and enter information on the
Transportation tab
o See the Transportation section of this document

NEW to district student enrolling in Summer School for credit:

e A new student comes to the Welcome Center to enroll. The Welcome Center staff will contact Carrie
Phillips at 301-2873 while the student is in the Welcome Center.

e The Welcome Center staff will create a household and enter the student information in Infinite Campus.

e Carrie Phillips will enter an enrollment and schedule for that student into Infinite Campus.

e The Welcome Center staff will notify the building secretary they have a new student for summer school
and the student is in Infinite Campus with an enrollment and schedule.

e The building secretary will notify the teacher they have a new student.

e The Welcome Center will notify First Student if the student is a bus riders and enter information on the
Transportation tab. First student will contact the parent/guardian with bus information.

Non-Completion of Summer School for credit:
e When a student drops from credit earning summer school, Carrie Phillips will “end date” the enrollment
and enter a comment as to why the student did not complete the summer school program.
e Carrie Phillips will notify the building secretary and teachers of the drop.

Non-Attendance of Summer School
o If astudentis enrolled in summer school but never shows up to participate Carrie Phillips will delete
their enrollment.
e Carrie Phillips will notify the building secretary and teachers of the drop.

9th - 12th Grade Students

Returning Students enrolling in Summer School for credit:

e A returning student shows up to enroll in the building; the building secretary will contact Carrie Phillips
at 301-2873 while the student is in the office.

e Carrie Phillips will enter an enrollment and schedule for that student into Infinite Campus.

e Carrie Phillips will notify the teacher they have a new student.

¢ 9™ Grade Students ONLY: Carrie Phillips will notify First Student if the student is a bus rider and enter
information on the Transportation tab

o See the Transportation section of this document

NEW to district student enrolling in Summer School for credit:
e A new student comes to the Welcome Center to enroll. The Welcome Center staff will contact Carrie
Phillips at 301-2873.
e The Welcome Center staff will create a household and enter the student information in Infinite Campus.
e Carrie Phillips will enter an enrollment and schedule for that student into Infinite Campus.
e Carrie Phillips will notify the teacher they have a new student.



¢ 9™ Grade Students ONLY: The Welcome Center will notify First Student if the student is a bus riders and
enter information on the Transportation tab. First student will contact the parent/guardian with bus
information.

Non-Completion of Summer School for credit:

e When a student drops from summer school, Carrie Phillips will “end date” the enrollment and enter a
comment as to why the student did not complete the summer school program.
e Carrie Phillips will notify the teachers of the drop.

Non-Attendance of Summer School
e If astudentis enrolled in summer school but never shows up to participate Carrie Phillips will delete
their enrollment.
e Carrie Phillips will notify the teachers of the drop.

Create the Enrollment
NOTE: All new-to-district students need to enroll through the Welcome Center.

1. Make sure you are in the upcoming year, the appropriate school, and the Summer School calendar

I
J Year 13-14 « School Jefferson City High School - NCC « Calendar S5 JCHS 13-14 -
A e el e sl il ke . e o el . g e il iy i g . . 5 it ik el ity el g el g e Ll gl B B,

2. Under the Search tab, search for the student’s name under “All People”
Index | Search | Help ‘

Search for a:
All People -

| Go |

Advanced Search ==

3. Once you have found the correct student, click on the “Enrollments” tab and click “New”

LiadHoc Letters | Waiver | Records Transfer | _Misc| 3ER911| _ILEP| _3Services| APl

Edit |Grade | Type | Cavemfar | Start Date | End Date

£ 12 P 13-14 Jefferson City Academic 08M6/2013 -
Start Status: R102 Remained: Retained P
End Status:

[F 1z P 12-13 Jefferson City Academic 030412013 05/21/2013

Start Status: S100 Stopout AS only
End Status: R002 Remained: Retained
E 12 P 12-13 Jefferson City Academic 01/03/2013 02/06/2013
Start Status: R104 Remained Changed & Grade to 12
End Status: 5000 Stopout Dus to non-attendance

m




4. Enter information into the fields indicated below:

a. Calendar: This is the appropriate calendar for your school. This should already be populated if

Step 1 above has been completed.

Schedule: This is already populated — do not change it from “Main.”

Grade: This is the grade that the student will be in during the upcoming school year.
Start Date: This is the first date the student attends summer school.

Start Status: Choose “R101: Remained: Advanced” from the drop-down menu.

Click SAVE
[iJadHoc Letters | Waiver | Records Transfer | GMisc| (SER911| L3LEP| 3Services| A Plus| [fReportc
@Summarvl Enrollments | Q.."u:lmdllel ';Q:'Atbem‘lam:el Flagsl @Gradﬁl Transl:riptl Credit Summarvl ﬂml‘l‘l!l‘li

[ Save | ] Mew Enroliment History
Enrollment Editor

0o a0 T

b
Edit | Grade | Type | Calendar | Start Date | End Date 1
E" 12 P 13-14 Jefferson City Academic 08M5/2013 -
g 12 P 12-13 Jefferson City Academic 03/04/2013 05/21/2013 |j i
g 12 P 12-13 Jefferson City Academic 01/03/2013 02/06/2013 3
g [l P 12-13 Jefferson City High Scho(No Show) 0aMezm2 08162012 - 4
*Calendar *Schedule *Grade Class Rank Exclude
*Start Date No Show ng Uate gATTion *Service Type
/32013 ol 1 ] - P: Primary =
*sia atus End Status
R101: Remained: Advanced ) -

Transfer To District Transfer To School

Start Comments End Comments

. - » i

End-Dating the Enrollment
1. Click on the Enroliment Tab for the student and click on the appropriate Summer School enrollment

from the list

[:JAdHoc Letters | Waiver | Records Transfer | LaMisc| [3ER911| L3LEP| 3Services| _3API
:;QSummarvI Enrollments I Q’S&:h&dl‘el ':I:Il;'hthendanml Flagsl |E"Gra|:lﬁ| 'I'ransu:riptl Credit

=5 Print Enroliment History | ] New | ] New Enrollment History

Cl E C O
Edit | Grade  |Type | Calendar | Start Date | End Date
12 P 13-14 Jefferson City Academic 08/15/2013 -
Start Status: R102 Remained: Retained F

[4F e e 8 A

0610372013

P S5 JCHS 1314

Start Status: R101 Remained: Advanced ‘{b
v End Status:
ﬁ 12 P 12-13 Jefferson City Academic 03042013 052102013

Start Status: 5100 Stopout AS only

End Status: RO02 Remained: Retained
- ;
Tl g tet Bk s e gL ottt oot e gl Pt ot i) 00 S ] g bmalt—all oLl it




2. Enter an “End Date” and “End Comments”
a. End Date: The last day the student sat in the classroom
b. End Comments: Why the student did not complete the summer school program
c. Click SAVE

I;Qs;.mmarﬂ Em:nlrnenis I| Qs:heddq Qntbendame| Flags | Eh(:rads| Transcripti Credit 5 : y| A

[ save < Delete = Print Enroliment History | ] New [ ] New Enrollment History
Enroliment Editor

5

Edit |Grade | Type | Calendar | start Date | End Date
12 P 13-14 Jefferson City Academic 081512013 -
P S5SJCHS 1314 06/03/2013 |:|
B’ 12 P 12-13 Jefferson City Academic 03/04/2013 05/21/2013
W 12 P 12-13 Jefferson City Academic 01/03/2013 02/06/2013 -
8 General Enroliment Information
Calendar Schedule (read only) *Grade Class Rank Exclude

S5 JCHS 1314 WMain 12 - al
*5tart Date No Show End Date End Action *Service Type

05/03/2013 E [F GM12013 E - P: Primary -
*Start Status End Status

R101: Remained: Advanced - -
Transfer To District Transfer To School

Start Comments End Comments

Withdrew due to parent raquesﬂ

Deleting the Enrollment
*NOTE: If you inadvertently delete an enrollment, please contact the SIPA offices ASAP.

1. Click on the Enrollment Tab for the student and click on the appropriate Summer School enroliment
from the list

Lifadmoc Letters | Waiver | Records Transfer | LaMisc| 3ER911| LiLEP| L3Services| APl
E;QSummarvl Enrollments | ﬁs:hedllel ':L:i"ﬁtbemlannel Flagﬁl IE*GradEI Trart5|:ript| Credit
¢=) Print Enroliment History | ] New | ] New Enrcliment History
Enrollment Editor
Edit |Grade | Type | Calendar | start Date | End Date

12 P 13-14 Jefferson City Academic 0815/2013 -
Start Status: R102 Remained: Retained |_

LT I0 SISO

P S5 .JCHS 13-14 06103/2013

Start Status: R107 Remained: Advanced {IZ
\_End Status:
EEEE P 12-13 Jefferson City Academic 03/042013 05/21/2013

Start Status: 5100 Stopout AS only
End Status: R002 Remained. Retained
Ll A gl ek Bty Tl ol .l il 0 S Tl Sl Tp L et




2. Click “Delete”

lSragens FIbUGEhT LUUDURLMTYYS Gendsrm
LidAdHoc Letters | Waiver | Records Transfer| Misc| (SER911| LSLEP| L3Services| A Plus| [FRepo
;@5um 2 nrnlrnenisl ﬁs‘chedllel ':L:l:'AtbendanDel Flagsl @Gradiﬁl Transu:riptl Credit Summarvl Aj

c L
Hsa - Print Enroliment History | ] New | ] New Enroliment History

Edt |Grade | T\ __J | Calendar | Start Date | End Date
B’ 12 P 13-14 Jefferson City Academic 08/15/2013 -

P S5 JCHS 13-14 06/03/2013 [ ]
EEEE P 12-13 Jefferson City Academic 03/04/2013 0572172013 i
% 12 P 12-13 Jefferson City Academic 01/03/2013 02/06/2013 - |

8 General Enroliment Information

Calendar Schedule (read only) *Grade Class Rank Exclude
S5 JCHS 1314 Main 12 - |:|

*Start Date No Show End Date End Action *Service Type

06/03/2013 5| [F] 6112013 T4 P: Primary
*Start Status End Status

R101: Remained: Advanced -

Transfer To District Transfer To School

Start Comments End Comments
Withdrew due to parent request

3. The following warning will appear — click OK:

Warning: you are about to delete an enroliment. The student's schedule and attendance data will also be deleted if the student has no other enrollments in this calendar. Are you
sure you want to do this instead of entering an enrollment end date?

Transportation

8th grade HS Credit Courses (Students in HS SS Calendar)
e If the student moves during summer school, does not have transportation and needs to move to the
other middle school, contact Carrie Phillips.
o All parents will receive a post card from First Student a week before summer school starts that states

the student’s bus number and the pick-up/drop-off times.

e If there are address changes for a student that result in busing changes, contact First Student.

e The SIPA office will upload bus information into the Transportation tab right before Summer School
Starts. This will allow you to see bus information on individual students.

e If any transportation questions arise, please call First Student at 659-3039 or 659-3040

1. Make sure you are in the upcoming year, the appropriate school, and the Summer School calendar

J ear 13-14 + School Lewis & Clark Middle School » Calendar 55 LCMS 13-14 -

2. Under the Search tab, search for the student’s name under “All People”

Index | Search | Help |

Search for a:
All People -

o]

Advanced Search ==




3. Once you have found the correct student, click on the “Transportation” tab and click “New”

Athletics | [i{AdHoc Letters | Waiver | Records Transfer| SMisc| 9ER911| LILEF
LSummary I Enrollments I ﬁﬂchﬂlﬂe I ':I:lg'ﬁtbendanne I Flags(formerly Programs)

Iransportation Calendar

Edit | Calendar | Start Date | End Date 3
ﬁ S5 JCHS 13-14 08/03/2013
ﬁ 12-13 Thomas Jefferson Middle 08M16/2012 1
ﬁ 10-11 Themas Jefferzon Middle 08172010
ﬁ 08-10 Pioneer Trail Elementary D&MS2005 8
ﬁ 08-09 West Elementary School D&M 82008
ﬁ 07-08 West Elementary School DE2002007

et el - el e Al gt e e AP s i kg A g e A

4. Fill out the following information and Click Save.
e [fastudentis a bus rider, click the “Bus Rider” checkbox. In addition, choose an option from the drop-
down “Bus” field — AM, PM, or BOTH.

e [fthere is an alternate address, continue to use the Alt Address fields, as explained in the “Secondary
Transportation Form” document.

e The Onsite Care, Walk, Car Rider, and Daycare Bus are only used at the elementary level.

Parking Permit

Daycare Bus:

Y
Alt Bus Street Number

Alt Bus Street

Alt Bus Prefix

Al Bus Tag

Alt Bus Direction

Al Bus City

| Alt Bus Zip

Adult Residing at Alt Address

U

Second Car Make

Second Car Color

Second Car Parking Permit

Alt Address Purpose
Adults Phone Number

L Lonments orbistomsent  CogrenforsohaoiSfaff ]

Second Car Model

!
{
|
|
|
%

-

¥ - x

Second Car Plate Number

Online: Bus Contract Parent

-

- -

Scheduling

R

o If the student is part time, their schedule needs to reflect only the class they are attending. See the
“Enrolling a Part-Time Student” Document to see how to enter the student’s enroliment. The
instructions below walk through how to create a full schedule.

Walk-In Scheduler

This is to be used to schedule individual students if they come in AFTER school starts.

1) Select the upcoming Year, School, and Calendar

Year 13-14

w School Jefferson City High School - NCC

~ Calendar 55 JCHS13-14

Index | Search | Help |

District Notices

S




2) Select the Search tab and choose Student as the search type. Enter the student’s name (last name first)
in the search box below and click “GO”. The student must be enrolled in the calendar selected in step 1

in order for them to appear.
| )

]
J ear 13-14 » School L

Index | Search | Help |

Search for a:
Student

<o)
T——— )

3) Select the Schedule Tab under Studen’; Information > General.

Ret:\nrdsTransferI Dlisl:l 3ER

-

—

Lidadnoc Letters | Waiver

Term Term 1
(06/03/13-06/28113)

4) Notice that the schedule is empty. Click on Walk-In Scheduler.

LifadHoc Letters | Waiver| Records Transfer| LaMisc| (JER911| L3LEP| 3Services| L1APlus| [{Report Com|
@Summarvl Enrnlmenlsl ﬁs:hedule | ':ﬂ:'Atbendam:el Flagsl IE"GradEI Transl:riptl C

- @Display Active Courses Only & Print OR Choose a report option @Walkin Scheduler,

Table - Group by Course (All Terms)

Term Term 1
(06/03/13-06/28/13) /

5) Each period should be showing a blue “Empty” hyperlink.

Li{AdHoc Letters | Waiver | Records Transfer| 3Misc| EI'
@Summarv I Enrollments I @)S:hellule | ':I:lfﬁthendanne I 1
Table - Group by Course (Al Terms) ﬁﬂisplay Active Courses
[ Load [ Unioad [f End [ Restore [ Student Reguests

‘I

Effective Date e Terms 1 4
3
1

6) Click on the “EMPTY” link for first period that needs to be scheduled. This will bring up the Section
Search box. Make sure the Start Date is the first day the student will be in class. Notice, based on the
period and term selected, it will populate in the Section Search area and will only display

course/sections that fall in that time frame.



[idadHoc Letters | Waiver | Records Transfer | LsMisc| 9ER911| L3LEP| 3Services| A Plus| [{Report Comments| L3504 |

;QSummarvI Enrnlrnenisl ﬁs:hedule | ':Il:'Atbendam:eI Flagsl E“Gradlﬁl Tran:al:riptl CreditSumnlarvI Aﬁslﬁsrnentl ﬂfﬂehavin
Table - Group by Course (All Termz) @Display Active Courses Only & Print OR Choose a report option  « @View Schedule -|Scheduling Meszeng
E’ Load |? Unload |? End B’ Restore B’ Student Requests

Effective Date i Terms ——————
j £ Start Date 6412013 3
Term 1 Course Numbdr
06/03/2013 - 06/28/2013
Course Mame

14 EERG o
spartmen
3 [ewery . hd
E[ewery
Term Term 1

EIE:::— = m
Scheduls

1P Preferred Family 55
AP-1 (0/) TTerm 1 P:1A 51 IEPs: O
801 CRAM 55
201-100 (4/20) Ritter, Timothy TTerm 1 P:1A-1B 5:1 IEPs!
B01-101 (7/20) Vogler, Kelsey TTerm 1 P:14-1B 5:1 EPs;,
801-102 (8/20) Malik, Maveed TTerm 1 P:1A-1B 5:1 IEPs:
801-103 (12/20) Turner, Becky TTerm 1 P:1A-1B 5:1 [EP:
B801-104 (0/18) T-Term 1 P:-1A-1B 5:1 EPs: 0
201-105 (1320} Earle, Lynn T:Term 1 P:14-1B S:1 EPs:
801-108 (10/20) Gilles, Elizabeth T:-Term 1 P:1A-1B 51 IE
201-107 (10420} Hodge, Brian T:-Term 1 P:14-1B 5:1 [EPs:
835 Jump Start Math
835-10 (12/15) Tabb, Heather TTerm 1 P:1A-1B S:1 [EP;
ok At ittt o e

o e T ra— P S -

7) The Course/Section list can be narrowed down by several other things:
a. Course Number
b. Course Name
c. Department

d. Team
LidadHoc Letters | Waiver | Records Transfer| LiMisc| SER911| LSLEP| 3Services| A Plus| [{Report Comments| 2504 |
:;Qs..mmry| Enroliments | i schedule | L¥Attendance | Flags | [} Grades | ipt | Credit v | {i:Behavion
Table - Group by Course (Al Terms)  « @Dsplay Active Courses Only @prim OR Choose a report option + @v»aw Schedule | Scheduling Messeng®
T L e e ErTT—
Effective Dat =T E
ectve Bate = erms (914 Sartbate 42013 [
l Term 1 Course Number
0610312013 - 06/28/2013
Course Name

E[ewery

EW Department -
Teacher

E[ewery

EW Term Term 1
Period A

Mewrr | Scnedue

1P Preferred Family 5§
AP-1 (0¥) TTerm 1 P:1A 5:1 [EPs: 0
801 CRAM §5
801-100 (4/20) Ritter, Timothy T:Term 1 P:1A-1B S:1 [EPs
201-101 (7/20) Vogler, Kelsey TTerm 1 P-1A-1B 5:1 [EPs:
801-102 (8/20) Malik, Naveed TTerm 1 P:-1A-1B S:1 EPs:
801-103 (12/20) Turner, Becky T.Term 1 P:1A-1B S:1 IEP:
2801-104 (0/18) TTerm 1 P:1A-1B S:1 [EPs: 0
801-105 (13/20) Earle, Lynn T-Term 1 P:1A-18 5:1 IEPs:
801-106 (10/20) Gilles, Elizabeth T.Term 1 P:1A-1B S:1 IE
801-107 (10/20) Hodge, Brian TTerm 1 P:1A-1B S:1 [EPs.
836 Jump Start Math
B835-10 (12/15) Tabb, Heather T.Term 1 P:1A-1B 5:1 IEP:




8) Click on the course/section the student will be rostered into.

[JadHoc Letters | Waiver | Records Transfer| _3Misc| ER911| [3LEP| LiServices| [3A Plus| [Report Comments| 3504 |
:Qs..mmrv| Enrollments | ﬁscm..lq i¥Attendance | Flags | [Grades | Transcript | Credit Summary | Assessment | £i:Behaviod

Table - Group by Course (All Terms) - @Dsmav Active Courses Only @ Print OR Choose a report option + @V»ew Schedule -|Scheduling Messenge
o s 5 s s e ErET—

Effective Date Ta Terms
£z Eik Start Date 642013 [T i
Term 1 Course Number
0610372013 - 06/28/2013

Course Name

[ enery
Department - 1

[ jevery 1
Teacher 3

22
EIW Term Term 1
Period =
ey ] Scnede 3

}

1P Preferred Family 55

AP-1 (0/} T.Term 1 P:1A 5:1 [EPs: 0
4 CBAM S5
201-100 (4/20) Ritter, Timothy T.Term 1 P:14-18 S:1 [EPs:

801-102 (8/20) Malik, Naveed T.Term 1 P:-1A-1B S:1 [EPs:
801-103 (12/20) Turner, Becky TTerm 1 P:1A-1B 5:1 IEP:
B801-104 (0/18) TTerm 1 P:1A-1B S:1 EPs: 0

801-105 (13/20) Earle, Lynn T.Term 1 P:1A-1B 5.1 EPs:
801-108 (10/20) Gilles, Elizabeth TTerm 1 P-1A-1B 5:1 IE
801-107 (10/20) Hodge, Brian T:Term 1 P:1A-1B S:1 [EPs]
835 Jump Start Math

835-10 (12/15) Tabb, HeatheLTTerm1 P1A-1B 51 \Epsj

9) This will schedule the student into the class selected.

[idadHoc Letters | Waiver | Records Transfer | L3
=i v | Enroll | @ Schedule | LiAttend)
Table - Group by Course (Al Terms) « @Display Active }
[*f Load [ Unload [ End [*{ Restore [ Student Requests)

4

Effective Date B Terms 1 i

{Day 1} CRAM 55
Start05/04/2013

10) Repeat steps 6 and 7 for every empty period and every term until the schedule is filled.
*NOTE: A Start Date MUST be listed if a student is starting a class after the first day of the term.

Hm: Lattars | Waiver | Records Transfar | aMisc
o v | Enroll | #schedule | {iAttenda
Table - Group by Course (Al Terms)  « @Display Active Cour

[ Load [ Unload [ End [ Restore [ Student Requests

Effective Date 5] Terms 1

&01-100
(Day 1) CRAM 55
Start:06/04/2013
201-100

(Day 1) CRAM 55
Start:06/04/2013
881-2

(Day 1) Physical Educ S5
Start:06/04/2013
881-2

(Day 1) Physical Educ S5
Start:06/04/2013




Attendance

Attendance will be taken by the teachers each day. Once the teachers have taken the
attendance, it will need to be verified in the office using Classroom Monitor and Daily
Attendance. Attendance can also be entered on a student at the office. There are twod
ifferent methods for entering attendance. The Attendance Wizard allows the user toa
pply attendance to a group of students at one time. The Student Attendance allows

the user to enter attendance for an individual student.

e I[fa student arrives after school starts, the student will need a pass from the
building secretary

e Carrie Welch will be overseeing the number of hours missed

e [f a parent/guardian calls regarding attendance for one of these students, the attendance needs to be
changed/entered on the student record by the Clerk.

e [f a student checks in late or leaves early, the student will sign in/sign out at the front office. This
information will be entered into Infinite Campus by the Clerk, noting the time and entering comments.

e Fax sign-in/sign-out sheets to Carrie Welch at the end of each day to 659-3207.

Attendance Codes
e Absent
o Used when a student misses half or more of a period and contact with parent has been made as

to why the student is absent. Use the Comment Field to explain the reason for the absence.
e Unexcused

o Used when a student misses half or more of a period and no contact with parent has been made
as to why the student is absent.
e Tardy
o Used when a student comes into school missing less than half of a period
e Left Early
o Used when a student leaves school missing less than half of a period



Absent/Tardy/Left Early Chart
Use the chart below to determine whether a student is Tardy or Absent to class based on the time they enter or
leave the building.

High School SS

Student I'N
Period | Time Frame| Sign In Time Sign In Code Sign In Time Sign In Code
1 7:30-9:21 7:30-8:25 T: Tardy 8:26-9:21 A: Absent or U:Unexcused
2 9:21-11:49 9:21-10:34 T: Tardy 10:35-11:49 [ A: Absent or U:Unexcused
3 11:49-1:40 11:49-12:44 T: Tardy 12:45-1:40 A: Absent or U:Unexcused
4 1:40-3:30 1:40-2:34 T: Tardy 2:35-3:30 A: Absent or U:Unexcused
Student OUT
Period | Time Frame | Sign Qut Time Sign Out Code Sign Out Time Sign Out Code
1 7:30-9:21 7:30-8:26 A: Absent or U:Unexcused 8:25-9:21 L: Left Early
2 9:21-11:49 9:21-10:35 A: Absent or U:Unexcused 10:36-11:49 L: Left Early
3 11:49-1:40 11:49-12:45 | A: Absent or U:Unexcused 12:46-1:40 L: Left Early
4 1:40-3:30 1:40-2:35 A: Absent or U:Unexcused 2:36-3:30 L: Left Early

Step 1: Classroom Monitor

The Classroom Monitor shows which teachers have recorded attendance for a course section during the
appropriate period. In addition, the Classroom Monitor allows the attendance clerk to rapidly enter attendance
for teachers or substitute teachers if they are provided a roster or other list of students in that section.

1) Select the upcoming Year, School, and Calendar

Year 13-14 ~ School Jefferson City High School - NCC ~ Calendar S5 JCHS 13-14 = i
Index | Search | Help District Notices

.
TR T o on it i bl P i J

2) Click Attendance > Classroom Monitor

Year 13-14 » School Jef
Index Search Help

m Kailey Leezman
4] |ﬂ| Student Information
4] @ Instruction
4] @ﬁ Census
4] < Behavior
= @’ Health
= -:I}_{- Aftendance
% Attendance Letters
% Aftendance Messenger
Ef Attendance Messenger Sche

-_a Attendance Vizard

Ef Daily Attendance

+ [_]] Reports }




The date will default to the current date. If the date needs changed to a different date, enter the date
and click Refresh.

This tool moniters classroom attendance. 5

]

E |

I Date: 08/10/2013 7] Print [ Primary Teachers Only i
T Dept T i

ntact 1 2

Banks, Sharman fdd {;}j 100-21 (40/41) 200-21 (—/40) j

Barlgyy, Jane, . o 7 7| PP PR Y NI
The Classroom Monitor lists all the primary teachers in the building along with the two periods they are
scheduled. If the teacher has taken attendance in the class, the Classroom Monitor will display Green
for the section. If the teacher has not taken attendance, the section will display in Red.

Classroom Monitor

] ] Teacher has
This tool menitors classroom attendance. taken
3] attendance
= . .
Date: 06/10/2013 T2 Print in this class
Teacher Dept Contact 1
Banks, Sharman 54 2,
Barlow, Jane = {5‘_}3
Corcoran, Michae| Special Education 5 | 100-11 (—/40) | 200-11 (—/41) Teacher has
Forck, Andrea | 00 40/4 00-21 [--140) not taken
Harris, Laurie A 100-11 (—140) [0 attendance
Harris, Lindsey | Science ¥ | 100-11 (—-i40) | 200-11 (—I41) 2 in this class
Schafer, Connie G | }
Schlender, Ashley | 100-21 (40/41) 200-21 (--140)
Smothers, Greg G |
Wibberg, Cindy 500-1 (—/7) | 500-2 (—IT)

B T i i o L R i

If a teacher has not taken attendance, contact needs to be made with that teacher to make sure they
take attendance.

If there is a sub for the teacher that day and you have a paper attendance sheet, attendance can be
entered straight from this screen by the Clerk. Click on the section that attendance needs to be taken
for.

This tool moniters classroom attendance. 3

1
A=
Date: 06/10/2013 73] Print. || Primary Teachers Only
Teacher Dept Contact 1 2 f
janks, Sharman 54 23| 100-21 (40141) 200-21 (—/40)
iarlow, Jane Mé‘:}i
Zorcoran, Michael Special Education| o4
Forck, Andrea |
arris, Laurig |
Hwii,.l_-irgs Science a

Mark attendance for the students who are not in class and click Save.
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Step 2: Daily Attendance

Once the attendance has been taken by the teachers (verified by the classroom monitor), the Daily Attendance
page can be used to verify the attendance. The Daily Attendance tool displays student attendance events
(absences or tardies) for a given day. From here, individual student attendance can be processed.

1) Select the upcoming Year, School, and Calendar

['Year 13-14 w» School Jefferson City High School - NCC » Calendar 55 JCHS 13-14 -

District Notices ;
) L)

2) Click Attendance > Daily Attendance

| Index I Search | Help |

(\.
Campus

1
J Year 13-14 « School Lewi%

Index | Search | Help |

% Census

e Behavior
@' Healtn
=4 Attendance
% Aftendance Letters
% Attendance Wizard
% Classroom Manitor

[ ‘
@ Student Information {

o] eReThE

3) Daily Attendance displays the current date by default. Users can enter another date to view attendance
information for that day.

gDﬂv Attendance |
=) Summary Report <) Caller Report

Daily Attendance

Date:  (g/03/2012 5| Unknown Excusad Unexcused Exempt Note: For additional
| section detail hower

Day: Friday - Period Schedule: 1 over a period in the

grid below.
Ad Hoc Filtter =
Humber | Gratc e

Detailg E it Gamm Sl §9703904

Details Fasvmn Tis iowgmid St 711807

Details Hawsmbin dortiimm Saawssiaii i 9906248

Details Huwd sivim i 073570130
| Detailg Prams -+ dhiamd Top i 8803771
| | DEtails Rtmmim oot i 9308913

Details Ravmas D St 0011815

Details Se, Suss s 9702648

Details Tharivmt, S s 9808783

Details Viwes tume fmee s 450544057

Details Vit Saes * 9811788
i Detailz Vi, Sermine o 3414253403
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4) Select an attendance record to verify or edit the attendance on a student. Once the attendance has
been saved from this screen the record will populate as green or red based on the attendance code
applied.

[# Daily Attendance | 3
.%Surrrnary Report &Caler Report
Daily Attendance
Date:  gs/na/z2012 7| Unknown [Excused Unaxcused Exempt Note: For addtional
section detail hover
Day: Friday - Period Schedule: 1 over a period in the
grid below.
Ad Hoc Fitter o

' | Details Everheart, Keja Monay S703554

Details Ferrell, Eric Dewayne Michael 9711807
Details Hampton, Jordan Kenneth-Hyde 9905248
Details Hart, Jorden Justine 073570130
: Details Phelps Jr., Richard Harlan 9803771
| Details Rhoads, Nicholss Stephen 9808813
* Details Rucker, Shavon Mekel 0011815
Details Smith, Daniel John 5702648
Details Thurman, Tyra Lakole 9808783

| Dagaike JA0ate Db, i B s hdhi

Name: Richard + helps - 9803771
Period Code Status Excuse Present Minutes Comments
» ||Absent - o

[

2 -
] - 4
| Fill Down
: Clear J

**=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

5) Attendance records that are listed in Yellow have been entered by a teacher but have not been verified
by the office. At the end of the day, no attendance records should be in yellow.

i ﬁDﬂv Attendance I
55um’nary Report @Caler Report

Daily Attendance

Date:  (5/08/2012 T3] Unknown Excused Unexcused Exempt Note: For additional

] section mil Mr
Day: Friday - Period Schedule: 1 owver a period in the b

grid below. i

Ad Hoc Fiter - b
Student Number Grade l
Details Evsfu® i S 9703994 J
Details Favcmt Tiu Jumametn Wit 9711807
Details Huwembties  sordimns G i oo05248
Detailz Hes s duies 073570130

{| Details Pha . St s 9803771

| | Details P S St 9508913
Detailz R S e 0011915
Details S mem it 9702648
Details Thurmas, S s 9808783
Details Viwms T fase s 450544057
Details Vil S = 9811788

imm_h‘nuui* L 4-_341423403#




Caller Report
The Daily Attendance Caller Report can be run to generate a list of students whose parents/guardians may need
to be contacted to determine the status of the attendance event. Contact information displays along with the
details of the attendance event for each student. The Caller Report displays attendance events on the entered
date that have a status of Absent and an Excuse type of Unknown.

1) Click on Caller Report

{4 Daily Attendanc
Bzl

.%SUmmary Repo
Day: Friday - Period Schedule: 1

Daily Attendance
Date: prarz012

Unexcused Exempt Note: For additional

section detail hover
over a period in the
grid below.

Ad Hoc Fiter -

Details Ev
Details For b = s mgin - =i PR
Details H:

!

2) A report with a list of students whose attendance has not been verified will display along with their
parent/guardian contact information.

12-13
Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:49:06 PM  Page 1 of 1

Attendance Caller Report
Date: 6/8/2012
Report generated for Twehous, Cheri

Period

Grade Student Number 1 2 3
09 Phuw Sy S— 9803771  _A .
Fssss wiifer Mother  Home: (573)6¢ Work: (573)6%" Cell: (573)8 =
Fiss s Father  Home: (573)6% & Work: (573)8%+ &
08 Thuws o it 9808783 A
T Lams Mother  Home: (573)6 % " email: b @embargmail.com
00 W 341428403 A -
Waks Sy Mother Home: (314)4%° Cell: (314)4% = email: b @yahoo.com
Attendance Code Legend:
A Absent t Tardy U: Unexcused

Daily Attendance Report

The Daily Attendance Summary Report displays the attendance events for each student and period for the day
entered on the Daily Attendance Tab. An explanation of the codes describing each attendance event appears at
the end of the report. Homeroom teacher, where used, appears below the student's name. This report displays all
attendance entries for the day, including those with an Unknown excuse and those that have been processed by
the attendance office.

1) Click on Summary Report to get a print out of the day’s attendance.

1

ate: /82012 [Tl Unknown Excused Unexcused Exempt BT

section detal

Day: Friday - Period Schedule: 1 OVET @ PEri
grid below. T

Ad Hoc Fiter - 1

Student Number Grade
Details Everheart, Keja Monay 97039904

Details Ferrell, Eric Dewayne Michael §711807
e il -t




2) This will give you a print out of the daily attendance tab

12-13

Lewis & Clark Middle School
325 Lewis & Clark Drive, Jefferson City MO 65101
Generated on 05/14/2013 04:52:39 PM  Page 1 of 1

Daily Attendance Summary Report
Date: 6/8/2012
Report generated for Twehous, Cheri

Period
Grade Student Number 1 2 3
08 Ev ’ 50 g t
Comment: Signed in at 8:06am - unexcussed ct
09  Femsl Tt Dwmwyne Mttt 5700007 U U 9]
08 Hamgmum Sl Sasmaith snptie S u u Y]
09 Hish  Jwiiem Austiine . U U U
09  Povsigps v Sluihuaeed Saefinns it A
08 Fitwwists Wit Sheghven ey A A A
Comment: Called mom -ill ct
07 Ruiar S Wl U U u
09  Swwitn Sl Jaen LA U U U
08 Thimier  Fyne Lokl whilir 4 A
07 Wailkn Sy Panline A wilneain A A A
Comment: ill - dad called ct
08  Watr Duilhisss 3 " A A A
Comment: ill - grandma called ct
09 Wy Fermame L MO A
Attendance Code Legend:
A: Absent t: Tardy U: Unexcused

Step 3: Option 1: Attendance Wizard
The Attendance Wizard tool allows the attendance office to quickly create or change attendance data for a

group of students using a variety of modes. Attendance is entered for the current date by default. This date can

be changed to another instructional day where attendance was recorded.

1) Under the Index Tab click on Attendance > Attendance Wizard

Campus

J “ear | 13-14 El School | Belair Elementary SChUU|E|

Index | Search | Help ‘

@ summer Belair

= 83 Student Information
General

E@_j Census
o

El 33 Attendance
& Attendance Wizard\ i

o
B Daily Attendance
Reports
EQ Scheduling
Reports
E@ Ad Hoc Reporting
SF Fitter Designer
Ity Letter Designer
@ Letter Builder
m Data Export
@) Log O

1. Attendance Date: 04/20/2013 [7r]
2. Mode:

3. Students: A, Search for Students

(") Daity (7 Period () Batch () Ed

it (7 Batch Edit (") Check In (7) Check Out

B. Select students to add to edit list

Last Name
First Name
Grade El

SSHPIN e

Student #

Att Code [«]
Status/Excuse El El

Course - Section -
Period
Ad Hoc Filter

Enter attendance information and click Save

[+]

C. Click on a student to remove from list:

2) Follow the steps through the wizard:
1. Attendance Date: This date will default to the current date

1. Attendance Date: [[E[EZIE 75|



2. Mode:
a. Daily: records student attendance for the entire day
b. Period: records student attendance for the selected period
c. Batch Edit: records attendance for a date range for the selected periods

1. Attendance Date: m.~: 0 H

2. Mode: @) Daily (7) Period (7) Batch () Edit () Batch Edit (7) Check In () Check Out

3. Students:
e Click on Search to pull up a list of all students in section B
e  Click on the students’ names whose attendance needs to be placed to move them over to

section C.
1. Attendance Date: [TETEFIIE 75|
2. Mode: @) Daily (*) Period (7) Batch (*) Edit () Batch Edit () CheckIn () Check Out
3. Students: A, Search for Students B. Select students to add to edit list C. Click on a student to remove from list:
Last Name e Ba %
e Bo
First Name } We 5
% He
Grade [+] | e 2
. =T o Tol
SSN/PIN | 4 4 ‘ ':v\'.l Zin
Student # e
Att Code B l
Zir,
Status/Excuse E] E‘ L - I
i
Course - Section f
| Zo
Period | < m ’
Ad Hoc Fiter [+] [Selctar

4. Daily: records student attendance for the entire day
e Attendance code: A: Absent or U: Unexcused
e C(Click Save Attendance

4. Daily Enter attendance infermation and click Save

Attendance Code | A Absent El
Comments

Comments Options | Append comments El

Owverwrite Existing Diata

Save Attendance

Period: records student attendance for the selected period
e Period: The period the student is signing in or out
e Attendance Code: T: Tardy or L: Left Early
e Comments: Enter whether the student signed in or out and the time.

e C(Click Save Attendance
4. Period  Enter attendance information and click Save

Period Mode: The attendance cods is spplied to the selected period.

Current Period 1 (0725 AN - 08:35 AN) E|

Aftendance Code |t Tardy El

Comments Signed in at 7:45

Comments Options | Append comments El

Overwrite Existing Data

Save Aftendance




Batch Edit: records attendance for a date range for the selected periods

e From: Select the date range you are entering the attendance for
Code: Enter an attendance code for each period the student has missed
Comments: Enter whether the student signed in or out and the time.
Click Save Attendance

4. Batch Edit  Enter attendance information and click Save

From: |06/03/2013 [T5|Te: 06/03/2013 [TH]

Period Code Status Excuse "Te““‘ Comments
Minutes

A Absent
A Absent

t: Tardy Signed in at 10:00 am

[ [ [ B R [

1
2
3
4
5
6

Save Aftendance
Overwrite existing marks Options | Append comments -1

Step 3: Option 2: Student Attendance
The Student Attendance Tab allows you to manually add or edit attendance for a specific student.

1. Under the Index Tab click on Student Information> General

J Year 13-14E| School EelﬂirEIementsrySchuulEl

Index | Search | Help | District Notices
@ summer Belair o [04/23/2013]
- 3 Phishing Scam Ale

Some districts have repc

E-;El:— Attendance )
B Attendance Wizard Please note that Infinite
™ Dialer Activity
W Naibr Atendanrs | I P T [ [ T,

2. Search for the student, entering last name first, then hit Enter or click Go.

J rear 13—14E| School BelairEIementarySchuulEl

Index | Search | Help | |E“ [T — ]
e el

Search for a: D CER RN CGender

Student El :;QS“'““‘"‘I'| Enrollments | Q’

5 Perzon Summary Report & Perso

I'E'-[ \ﬂl Person Information
Advanced Search == PersoniD

o
Search Results: 1 Hame Mizkname
Efr+8
K Erl
Gender Race Ethr
¥ State

Race/Eth




3. Click on the Attendance Tab, then click New

r Elementary School [ ]
[Ewwn - Mg 4
RS A GenderF

Term Full Year 06/03/2013 - 06/28/2013
Instructional Days: 20 Present Days: 20

Period 12 3 45 6T
Absent o |0
Early Release 0|0|0|0|0 (0|0
Tardy 0(0|0|0|0 |0 |O
Course Number & Name Absent Tardy

4. Date: Will default to today’s date
Code: Enter an attendance code for each period the student has missed
Comments: Enter whether the student signed in or out and the time.
Click Save

Ebt -~ thippss 4
SEE KBINEMY GenderF
“Jsummary | 1l | #Schedule | LiAttendance | (J@Transportation | [[JAdHoc Letters | ER 911 |

bl Save |

Attendance Information

Lz 06/03/2013 [T Refresh

tatus Excuse Present Minutes Comments

-
|

| Signed in at 10:00 am

*=*=Cannot record . Student is not scheduled or course doesn't take attendance.




Grades

Teachers will put grades into Infinite Campus for each student.

Teachers will print out mid-terms and send them home with students (about 2 weeks into school).

At the end of summer school, a counselor will be at each building. Teachers will check out with the
counselor before leaving. The counselor will verify in Infinite Campus that grades have been posted
correctly for each class/student.

Once all teachers have checked out and grades verified, grades will be posted to transcript for credit.

Julie Pearson will print and mail grade cards home for all students who received credit during summer
school.

Behavior

Administrators take care of all discipline issues, including entering referrals into Infinite Campus.
Administrators will contact Carrie Phillips with discipline issues for the 9th grade credit students who are
removed from summer school.

If a student is removed from summer school due to discipline reasons, Carrie Phillips will enter the drop
date and the comment “removed due to discipline” into Campus.

Other Information

Any inquiries about registering new students for the upcoming school year will need to be directed to
the Welcome Center at 315 East Dunklin, 659-3043

Any BRIGHT RED interoffice envelopes received need to be kept in a stack for the regular school
secretary.

If notified about students moving out of your building, keep a list for the regular school secretary of any
and denote where they will be attending in the fall (ex. Columbia Public Schools).

Student Cumulative files for the incoming 9" graders will be sent by the Middle Schools at the end of
May.
o The counselors in each Middle School building are getting copies of IEPs, 504s, etc. to Carrie for
the students who are enrolled in credit summer school.

Any other questions please contact the SIPA office (3043) or Carrie Welch (301-2873) for middle school
students participating in High School Classes.
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Homebound Approved Students Instructed at Home
OR in a Neutral Setting

( ENROLLMENT > ( ~ SCHEDULE ( ATTENDANCE
*Determined by Principal & Counselor
N \ N

Modified 8/5/2019




Homebound Approved Students with JCAC ASP as the

Neutral Setting

ENROLLMENT ( SCHEDULE ) ( ATTENDANCE )

Modified 8/5/2019
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