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A major problem identified in the current, manually

kept high school attendance system is the inability to handle the
large volune of daily information. This ineffectual data management
is reflected by the high absentee and tardy rates. Additionally, this
failure to produce cuirent and timely reports hinders class cut
reporting. This is evidenced in both class attendance rates and
discipline office referrals. The attached documentation delineates a
method to improve attendance reporting efficacy by utilizing a
computer based information system to handle the routine data
manipulation. The study reported on herein was funded under ESEA

Title IIX.
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processing and analysis, RAMA belongs to a new generation of pupil
accounting systems. In addition to the mundane preparation of’daii;'
attendance rosters and state attendanée registers, RAMA provides

several unique analytical reporting sub-sysﬁemé for attendance counseling.
Instead of the usual five or thirty day recording period, RAMA captures
daily attendance data for each student for an entire school year. This
comprehensive recording period aliows the continual monitoring and
analysis of each student's attendance for an entire school year. 1In

a deparéure from typical accounting system design, RAMA not only provides

notification of abnormal attendance patterns, but also requires feedback

from involved personnel as to the outcome of each referral. This

Bt AR T A TE

bi-directional information flow is the key to a viable, functional

attendance system.
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By more fully utilizing the potential of the computer for data
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endanee Reporting Systen

Provlenm Definition

for the daily Ffunctioxning o
%ill maintain cumulative st

matically sel=c* s

4]

upslied by the attendance

LY 3 3% £ L

office is responsible for ¢

informaticn stored at the ¢

information managing servic
system will generate input
Following are swrmery dsscr

attached sheets for d=tails

systen will produce timely reporis necessary

e high school attendance office. The systen

udeans attendance records for the entire y2ar arnd

tudants for attention based on analysis criteria
office. In all cases, thz atterdance records
n2 collection and maintenance of the attendance

caguter center. The ¢ er center

()

MpU.L provides an

cl

ce Tor the attendance office. In addition, the

for the overall student informabtion system.
iptions of the reporting systems required (sse

& descrivsi

Q

ns and information flow).

- vr

Revort Freq. Utilization Input Dist'n
Attendance Daily Indicates "official” obsences & Hemeroon All teache
Roster tardies for ‘day & offices
Action Daily Indicates students for attention Cumulative —~Attandance
List (vased on critasria) Record Office
Irrezular Weakly  Shows student's atiendance pattern Cumulabtive Attendance
Attendance & for year to date, total absences Racord Oifice
Analysis Monthly and toexrdies
File Periodic Disploys previous information, new  Attendance Attendance
Maintenance informetion on individual studani Records Records
Transactions changes Office Office

- . !
Current Pericéic Displays entire student attendance  Cumulabtive Concarned
Tile record file for year to date Records tfices
Status
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- D2tailed report descriptions -

Lttendanca Roster - Insut from Attenda

Ahura PR3 i
teachers and offices. The attendance roster is an alpnebetic listing of

(B

l.’ 2 2 L . - < . .~ . : : - :
alLl [3 Ud\l\.—-l VS NoL Or esent d‘....' ...'n“-,' }.'Oh.":.'..' folate] peZ 10(1, S "}7“1"’ ln £ar dy auL-“.-le,

and suspended stuvdents. This ren

ort will have the highest producticn vriority

in order o5 have it distributed at the earlies: Possible time

docuzent for dstermining classrocm attendance for that date. A siuden:

v - - /,
Wao 1s apsent fron class and whose name does not aspear on the roster will

— 1 s P ] . .
be recordad as ‘cutting” that class. The cub reporis will ba sent to th

attendance office for processing in the regular manner,

L I EN ] & - .
attencdance system will not process class "cuts”. The attendance office
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Action List - Input from cumulative records, distribution to attendance

office. This turnaround document indicates students having met

-

various attendance criteria. The criteria set by the attendance

office are:

Absences Action
i 5. ... Home visit

10 i Schooi Attendence Bulletin

15 Five Day legal N&tice

20 Court Complaint

The lists will be alphabetic within tke particular action. That
is, all the home visits will be in alpha:order, then all the
attendance bulletins will be in alpha order, etec.. The high school
attendance office will determine which students are to contacted.
The attendance records office is reséonsiblc Tor the distribution - -°
of tre action lists. If any inaccuracies are deteccted, the con-
cerned office will notify the attendance records office in writing
so that the appropriate measures can be instituted. The action .
list incorporates a five school day response period within which

tne system cxpects feedback from the attendance office regarding
pa*cnt/guardian contact by the counselors. The lists have fields
ior the attendance officc to indicate contact {or lack thereof),

and any remarks.. The conpleted form is returned to the computer
center for processing. If the response period expires before the
report is returned, the computer will automatically relist the
ctudent on the next day's action list. If the student's absences

nave increased to the next criteria level befo»e the attendance

office reports back, the student is indicated for action at the
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next criteria level. With this approach, it will be

nmuch nore

difficult to "lose" a student due to inaction at the attendance
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Irreguli;;' Atiendance Analysis - Irput from cumulative records, distribution to
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algnabetic listing of the individual - ‘
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student's attendancs and tardy patterns for the year £o date. The absences i

and taxrdizs will be indicaobted on a school day basis. Tkat is, the report

he nucber of Mondays,. Tuesdays, Walnesdeys, etc. that the

ar to.date avsences and ! i

‘student vas absent or tardy. n addition, tha ¥

4]

',

tardies are indicated. This report will allsy the atterdance office to

[l

londeys and Fridays, or that ke is tardy cn Mondeys. Bescause this report

3

f attendence on a2 weekly frone, any changes in the
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student's attendance patierns should be readily apgarenc.
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File Maintenonce Transactions - Input Frcm tas abtendonce records office
distridution to the attendonce office. The transection listing indicatas
changes made to an individual student's sttendance record. The file
maintenonce procedures allow the atiendance data to be changed for any
scnool dey, for the transfer-in of new stud ents, or for the dsletion
(tronsfer-out or withdra awal) of existing students. The attendance records
oifice will be notificd by the oporopriate offices regarding oddition or
deletion of students. The aftendance update notifications will be in
written form from the concernsd offices or individuals. The atbendance
records office will monitor the File maintonanca transactions to insvre
the accuracy of the file maintonance run. File mzintenance will be per-

formed on an as-needed basis, prodGucing a trensaction listing. The
attendance records office will vost the verified tronsaction listing to

ts copy of the Current File Stabtus (see next description) to insure

agreexent of its records with the computer center's records.
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Currs
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ent File Status - Input from cuazulative records, distridusion to concernsd

offices. The Current File Status reports serves both an information

retrieval function and a file meintenance function. The report displays
? the student’s attendance record on a year to date basis, indicating tie
number of absences/;ardies, cates, and other appropriaste informat ion,

. the Tile maintenance function, the report will be vsed by the

!3‘

atiendance records office and the cemputer center o verify the accurs cYy

of the attendance file. The atiendance records office will be

-

)

for the attendance file accura Cr. Any modifica iOﬂa to the file will be

12ndled through file maintenance Drocedures (see above description).

=)
ol

status report will be produced on a prriodic ‘tasis, superseding the

previows listing to provide the most current information to the concernzd

offices.

In the information retrieval function, the report will o otionally

list 2ither the envire file or spescifically requested student records.

The auunndance records o

L4

$-C)

ce will distributs the re: rieval function on

2 need to know basis, depend ing on the requesting cffice.

snonsible

-
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ttondance Syztom - Data colluction intormation flov

vIeniees.  Source:”lomerocsn ationdance, .
Destinatcion: Attendonca records office.

A, HOmoroom,
ards and an attendance card envelope.

scudznt's attendance cerd in the iFront pocket of the ati
enveloge. The attending studenis' cards will ba placed
pocket of the envelods.
a. Note tha
the attensance envelope,

no stué-nt is absent Trom that homeroon.
4. The teacner will record homeroom rollbook atiendence in
manner. .
5. Each week, t)e homercom teacher will check the ro lbook
computar lzstlnas. The ¢
office in writing in cose of 2 dlsc*enancJ.

*;

B. Transmission of homerooa date.
1, Each bLll&*:g or groud of homerooms will be assignsd an a

- 2. The nomeroon teacher vill repori attendance by Placing t
¢

1. Each hcmeroen will be provided with a sel of student attendonce

t 21l the attendance ca for a homeroon are put in

3. Every hemeroom will submii its atiendance envelcpe daily, even if

the regulex

against the

teacaer w111 notify the attendance records

attendance

office empls; This employee will verifly the delivery of all the

homeroom utuendance envelopes under his jurisdiction.

2. At the end of homeroom period, the homeroom taacher will send the
attendence envelope to the attendance office via a hemeroch studant.
. 3. All homarocn attenﬁa“ envelopss are to ba in the atiendance ofice

. by the start of the next class period. The atiendance office emplojsee
h will contact uh“ homersen teacher (or substitute 2) for any nissing

: attendance envalopes.

: ;. The complete set of attendarce envelopes will be delivared to the

p attendance racords oifice for processing.

) returned to the hcizroon teachers prior o the star
‘. scnool day.

< 1I, Taxdies. Source: Tordy si
: Destination: Attenéance rceords offics.

Ao Tor *QJ sign~in proczdure,.

5. After 2ll prscessing is completed, the attendance envalores. wit . be
T

o> ) &
the next

1. The current daily sim-in procedure will copture the student's

tine,

2. At the cutcff time, a copy of the tardyr 11 il b2 delivered to

the attendance records office for procassing

3

£

%

=

% i i

% identification number in addition to name, homerocm and
-
i

a. The cutofl time is the bezinning of tn° class period following
homeroom period. This means that the attendonce envelopss and
the tardy 1ist should be erriving in the aiiendancs racords

F'e office et epproxinmately the same time.

. After processzing, the t vendance records office will deliver the

sign-in sheet to the attendance office.
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Class Cut Reporting 2

Counseling Action Reporting
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File Backup
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File Maintenance
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