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This memo addressthe reporting oenrollment andittendancelata for the first school month of tB821-
2022schoolyear.

I. Entry for the First Four Weeks of School Geptember 2+October 1, 2(R1):

A. Complete d@aily Enrollment Count Excel spreadsheér
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[I. Daily for the third and fourth weeksof school:

A. Please be certain that all attendance and enrollment data has been entered and updated daily. This
data is analyzed daily and used to review class size, student placement needs and staffing
considerations. If the data is inaccurate orupmtated daily, staff may not be able to correctly
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B. Please print and review the class enrollment numbers at your site and make any corrections to your
enrollment contsand teacher names. The available report igéocandeindex > CA State
Reporting > Class Size Average-1R) report
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No Show Diserollment Procedures

Please note that the window school sites have to identify No Shows has always been 3 days, but due to the Labor Day helidiayrict is
extending the window to 4 days.

California changed its definition of No Shows for students; only under Sced#iis a school permitted to use the No Show Checkbox and End Status

The following are instrumns on how to resolve No Shagenarios during thérst 4 days of schoal

X ScenaridlA: The s
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No Show Diserollment Procedures

X Scenario 3 You are notified bynotherCAschoolthat a studem at your school site witlinexcusedibsences (no positive attendanceyants to enroll the
student with a start date within the first 4 day®n the student’s enrollment tab please do the following:
1. Enter End Date and End Stat(T160) baskon the date ohotification. This will also remove the student from any scheduled courses.
OPTIONAILn the End Comments, add the out of district school name
2. Click Save

X Scenario 4 After the first4 days of school the student that you no showesingScenario 1A or 1Bshows up to attend your schodDn the student’s
enrollment tab please do the following.
1. Do not deleteor updatethe student’s previous enrollmenecord
2. Create a new enrollmerior the student
f Startdateshould be thedate the studentstarted having paitive attendance
f EnterStart Type as 01
3. If the student’s previous year’'s end status is E1p8late the end status to T160.
4. Optional: Restoring the student’s schedyl®eeand follow the below steps)

Instructionsfor Restoring a student’s schedule Screenshot
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