Attendance for 9-12 High School Teachers

Period Attendance

* Grades 9-12 Teachers take period (meeting) attendance for their classes including Homeroom
and Advisory if required by their administration

*  Only period attendance for instructional courses appear on the high school report card.

* Grade 9-12 students also have a homeroom period for which attendance requirement is
determined by the administration.

* Codes are set for a whole school, so high school teachers in K-12 and 6-12 schools will see the
codes for K-8 in their lists. The attendance codes for period attendance are sort at the top of
the list for easier attendance taking

g-12 Attendance Codes 8-12 Attendance Codes in K-12 or 6-12 School
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NOTE: The office see all provincial attendance codes. If School Administration feel that an
important code is missing from the list, they can submit it in writing to the Director of Curriculum
and Instruction who can bring it forward for provincial consideration. Codes are the same in all
districts for provincial reporting purposes

Who can take attendance?

¢ Attendance can be taken by the classroom teacher or by the office.

* Attendance taken by the office cannot be changed by the teacher.

¢ Attendance taken by the teacher can be changed by the teacher or by the office.
* Comments added by the office can be seen by the teacher.

* Comments added by the teacher can be seen by the office.
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Teachers take attendance from the PowerTeacher Portal Homepage.

Teachers should take attendance at the start of each period.
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Click on the single day attendance chair for the class. If the chair is grayed out, the class is not in session
that day.

Present is the default code for all students, if student is present no action is required. Click in the white
rectangle to change the codes for students who are not present.

Single Day'_ Multi-Day | Seating Chart | Seating Chart Design |

Attendance Code Date Classes
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A comment can be added when entering a code. A gray speech balloon has no comment anda blue
speech balloon does have a comment. When attendance is completed, click Submit at the top or the
bottom of the Page.

The office can also enter attendance for a student. Attendance entered by the office cannotbe changed
by the teacher and will not have a box around the code.
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Editing Attendance

Attendance and Comments entered by a teacher can also be edited by the teacher. A same day change
just requires clicking single day attendance chair and the in the attendance field. If a student is Present
the field will be blank. Click in the field and then on the arrow to openthe drop down menu attendance
code and choosing another code or the speech balloon andmake the change. The teacher must always
click Submit to complete and save thechange.

Changing Attendance for a Different Date

If the change needs to be made on a different date, the date can be change from Single Seat Attendance

If attendance was entered yesterday as unexcused because it is not known why the studentis absent and
they return to school today with a note, the teacher will correct the code.

Change to the date where the attendance correction is required as shown here in single day attendance

Switch to Multi-Day
| Single Day |( Multi-Day ) Seating Chart | Seating Chart Design |

Attendance Code Code Change Date D2t€ Change

(Present) v Mon 9/22 (Today) vv

Or in Multiday the teacher can click on the day if it is within the displayed three week rangeor they can
edit the Date Range to display the date theyrequire.

Homeroom é @ %
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Multi-Day View

Attendance Code Date Range Classes Comments

[ (Present) N TP LR IR Edit il Show Muttiple Sections [l Display
(s N

Total 9/1-9/5 9/8 -9/12 9/15 - 9/19 9/22 - 9/26
Students (1) AT
Kleinfeld, Sabrina - - -

They can change the attendance for the student and then clickSubmit
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(AM Half Day lliness)
(AM Half Day Medlical appointment)
(PM Half Day Unexcused absence)
(PM Half Day Excused absence)

There is a two synchronization of attendance between the office and the classroom teachers. So any
changes are immediately viewable by both teacher and administrators.

The office can handle group attendance easier than the teacher. The office can enter attendance for an
entire group of people (for example....a sports team or club). Thisprocess enables them to select the
entire group and then enter attendance once and have it apply to all students in the group.

Students Period Attendance by Class
All teachers can now run a custom NB Report to see students they teach attendance in other classes.
Click on NB Reports and the select Period Attendance by Class Report.

< ‘
MNavigation
NB Reports
PowerTeacher Pro
Start Page
Daity Bulletin Attsndance DescHption
Benedule Period Attendance by Lists the periods, classes and (eASONS your students were absent over a date range
Staff Directary Class
Meats Emergency Description
Personalize Student Medical Summary information on the number of students on Essential Routine Services, Emergency of
PRpora Surnmary school district
Recommendations
Studen! Medical Listing of classroom students with medical conditions and their details
Emergency
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The teacher can set report preferences when running this report. They can select all students or a
particular class. They can check that class’s attendance in a particular period or all period in the day.
There is an option for set date (it will default to the current date) or a date range. There is an option

of including comments.
!

Period Attendance by Class

~ Report Preferences

Students All My Students
(Hold the CTRL key to make multiple selections) Homeroom - HR(A) - 2016-2017
English Language Arts 122 - 1(A) - Semester 1
Theatre Arts 120 - 2(A) - Semester 1
Journalism 120 - 3{A) - Semester 1
Dance 110 - 5(A) - Semester 1
Periods (leave unchecked for all) A
HR
1
2
3
4
5
Date Range From: | 08/24/2016 = B
To: oe2ar0t6 [
show Attendance Comments o

When the report has run, the results can be filtered or sorted by period, student name, absence
reason, teacher, course or room by clicking on the header. The report can be exported to Excel, PDF
orprinted.

Homeroom Students Period Attendance
» Report Preferences

Search: | ] | Excer| POF | Print

Period Student Absence Reason Teacher Course Room

- ] ] ] s <
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