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Post record of absenfe and tardiness to Master cla%; record book.
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Prepare Zttendance: ummary on Friday p.m. or Saturday a.m. for
use as basis for eklyfitatistical,ﬁgport. Show current
enrollment, attndance, absende smé A.D.A., and totals for
secondary division, elementary)division, boys and girls
separately. Also show under of Record of C es, names of
puplls leaving or e tering’based upon Btudent eck @ut blank
and @Qertificate of ‘lrelease.

The Weekly Statistical Report should be prepared Saturday
morning by transferring totiig for boys and girls separately

and in combination from the tendance Summary for the current
week. Prepare two coples: ne for signature, one to be for-
warded to the Superintendant of Education, and one-:to be filed.

The Monthly Report i1s prepared by summarizing the enrollment
attendance and absenge for the school days included in the
calendar month as recorded in the attendance summaries for the
several weeks of the month. Prepare two coples: One to be
forwarded to the Superintendant of Education,and one to be
filed.




