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Reason
Updated images and text to reflect the addition of the
Medically Excused Absence Hours column.

Updated images and text to reflect the addition of the
Medically Excused Absence Hours column.

Updated images and text to reflect the removal of the
Student has no lunch hours assigned value in the
Message filter drop-down list.

Updated images and text to reflect new Absence
Group selection. Updated text to include all absence
qualifiers. Added new "Medical Absence Types"
section.

Added note regarding bell schedules.

Added note regarding medical excused absences.
Added note regarding bell schedules.

Updated images and text to reflect new user interface
and new EMIS FT Detail report.

Added note regarding satellite students.
Added note regarding satellite students.
Added note regarding satellite students.

Updated example 7 to reflect new calculations.

ProgressBook Studentinformation HB410 District Task List



Table of Contents

Table of Contents

Change Log i
Table of Contents i
Overview 1
Calendar and Attendance Configuration 2
MaSter CalENar .........ccoiiiiii ettt ettt ae et s e e r e e rteereeranenneees 2
SUD-CalENar..........coo i ————————————— 3
EXCEPLION DAYS ...ttt ebe e e e e e beeee et eeeeeeees 4
LUNCRES (OPLIONAI).... . i ee e e e 6
Assign Times to Existing Lunch Periods ...........ccooiiiiiiiiiiiiiieee e 7
Create LUNCh COUISES ......ccoviiieeiieeeeeeee e 9
Create Lunch Course SECONS .......coiiuiiiiiiiii i 10

Bulk Assign Lunch Course SECLONS ..........ooiiuiiiiiiiiiiiiee e 12

Edit Calendar Percentages........ ... 14
Daily Absence Type MaintenanCe...........cc.uuuiiiiiiiiiiiiiieiii et 15
Daily Attendance Qualifiers OVerview ...............uevveiiiiiiiiiieee e 16
Configure Partial Attendance QUalifiers ..........coouvuiiiiiiiii e 18
MediCal ADSENCE TYPES ....eviiiiieie ittt e 19

Out of School Suspension Absence TYPES .......coeeeeieiie i 20

Period Absence Type MaintenanCe .............ueeeiiiiiiiiiiiiiiiec e 23
Periods of the Day MaintenancCe...........ccccuuviiiiiiiiiii e 24
COUISE SECLONS. ... e 25
Attendance Calculation 26
ADbseNnce ThresSholds ........coooviiiiiii s 26
ADSENCE CNECKS ...ttt e st e e e e e s e e er e e e e e e nnees 27
Daily Attendance CalCulation .............c...uuuuiiiiiiiiiiiiiiieiieeie e ee e ee e 27
Period Attendance Calculation..............oooiiiiiiiiiioi e 30
Calculating Consecutive Absences for Habitual Truancy......................c..coe e, 33

F N A (=T L0 F= T Lot =T o o] o £ 33
Yearly ADSENCE SUMMAIY ......uuuiiuiiiiiiieiiieiiieeiee e ee e e e e e e e e ae e e aeaaaeaaeaaaeaaans 34

Daily AbSENCE List.......cco o 36

Daily AbSENCE SUMMAIY .....ccooii i 38
Consecutive ADSENCE SUMMANY .........cuiiiiiiiiiiiiiiiieeee e et ee e e eeeee e e e e e 40

ii ProgressBook Studentinformation HB410 District Task List



Table of Contents

Monthly ADSENCE SUMMAIY ... 42
Absence Thresholds SUMMArY .........ccoiiiiiiiiie e 44

YRS I T = T P 46
Attendance Process WarningS...........ueuuuiuuuiiueiiiiiiiiiieeiieeeie e eeee e ee e e e eee e 47
Attendance Skipped Student ...........oooo i 52
Absence Monitoring and Reporting 55
Student Absence INtervention ......... ..o 55
Absence Intervention Letter Templates.........oooooiiii 55
EMIS REPOMING.... .ttt re e e e e s e e aeeeseeeaeeeeeeeeeeeeeeeeeeeeeees 56
Reporting Event EXamples ........ooooeeiiiiii e e 56

ProgressBook Studentinformation HB410 District Task List iii



Overview

Overview

This document informs districts of attendance configuration requirements that must be set up in
Studentinformation in order to comply with HB410 requirements. It also explains how attendance
calculation functions and how the results are displayed in Studentinformation as well as submitted

to ODE.
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Calendar and Attendance Configuration

Calendar and Attendance Configuration

To receive accurate attendance calculation values, the following items must be configured in
Studentinformation.

Daily and period attendance settings:

*  “Master Calendar”

» “Sub-Calendar”

*  “Exception Days”

*  “Lunches (Optional)”

* “Edit Calendar Percentages”
Daily-only settings:

*  “Daily Absence Type Maintenance”
Period-only settings:

»  “Period Absence Type Maintenance”
»  “Periods of the Day Maintenance”
*  “Course Sections”

Master Calendar

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Master Calendar

Daily Start Time and Daily Stop Time fields are now required when you create or edit a master
calendar.

1. With a building in context on the Master Calendar screen, enter the Daily Start Time and

Daily Stop Time.
2. Click Save.
X I

Master Calendar

From this screen, you can display and change data pertaining to a master calendar and calendar days.

Code:” Start Date: 8/2012016 Planned Days: 178.00

Name:* | master | stop Date: 6172017 [] Actuaipays: 17800

Daily Start Time:" (o] Daily Stop Time:* ©
Default Calendar Default View Calendars
Default Job Parameter Set 2016-2017 Run 1 View Schedule Job Parameter Sets
Final Schedule Result Set Default Schedule Result View Schedule Result Sets

R | cancel |
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Calendar and Attendance Configuration

Sub-Calendar

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Sub-Calendars

Daily Start Time and Daily Stop Time fields are now optional when you create or edit a
sub-calendar. Schools must enter an Hours Per Day value.
Daily Attendance

1. With a building in context on the Sub-Calendars screen, select the sub-calendar you wish
to edit.

2. Enter a Daily Start Time and/or Daily Stop Time if necessary.
Note: If you do not enter a Daily Start Time or Daily Stop Time, the

sub-calendar uses the master calendar's Daily Start Time and/or Daily Stop
Time.

Studentinformation > Management > School Administration > Scheduling Administration > Sub-Calendars )Q, |

Sub-Calendar Maintenance

From this screen, you can display, add, change and delete data pertaining to Sub-Calendars.

General
Code:” DFLT
Name:” |Defau|t
Max Absence Level:" | Full Absence ~
Daily Start Time: |:| e Enter a Daily Start Time and/or Daily Stop Time to override the current
Master Calendar's start (12:00 AM) and stop (12:00 AM) time(s).
Daily Stop Time: 3:00 PM (o] If you do not enter a value, the Daily Start Time and/or Daily Stop Time
Is Active: field(s) uses the value entered on the Master Calendar.
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Calendar and Attendance Configuration

3. You must enter an Hours Per Day value; for period attendance, this must be as accurate
a number as possible to ensure that consecutive absences are calculated correctly (see
“Calculating Consecutive Absences for Habitual Truancy”).

EMIS
(Current Master Calendar Start Date: 9/5/2017)
Calendar Start Date:” /52017 &=
(Current Master Calendar Stop Date: 5/31/2018)
Calendar End Date:™ 5/31/2018 =]
Attendance Pattern:” | = _ Not Applicable v‘
All Grade Levels - ™:

09 - 9th Grade

10 - 10th Grade

11 - 11th Grade

12 - 12th Grade
GR - GR-Graduate
23 - 23 Compl.Ed. “*
13 - 13 Com.Crs.

UG - Un-graded

DR - Dropped Out

i+

Grade Levels:

To Be Reported: O Days ® Hours
(ours per pay b )

Exempt from Minimum Total Hours and/or Days:

Ignore Percent of Time in Attendance Calculation: []
Include in Attendance Calculation:

Date of Spring Administration - Math Test: l:l =

(Save a blank date to report the Date of Spring Administration as "00000000".)

Not expected to be in attendance between the first and last day of school on every:

Monday: O
Tuesday: O
Wednesday: O
Thursday: O
Friday: O
Expected to be in attendance between the first and last day of school on every:
Saturday: O
Sunday: O

Report to EMIS: [4

4. Click Save.

Exception Days

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Calendar Exception Management

OR

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Calendar Bulk Exception Management

Daily Start Time and Daily Stop Time fields should be updated on days in which students are
attending hours that differ from the sub-calendar’s Daily Start Time and Daily Stop Time. For
example, a Planned Shortened day would have a different start and/or stop time than a normal
school day. The times should be entered as a calendar exception.

To update the exceptions, use the Calendar Exception Management screen to update a single
calendar or the Calendar Bulk Exception Management screen to update multiple calendars.
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Calendar and Attendance Configuration

1. With a building in context, on the Calendar Exception Management screen or the

Calendar Bulk Exception Management screen, select the calendar(s) you wish to
update.

2. Click the day you wish to add an exception.
If the Daily Start Time and/or Daily Stop Time will be different for the day, enter the
appropriate times in the fields.

Note: If you do not enter a Daily Start Time or Daily Stop Time, the
exception uses the sub-calendar’s Daily Start Time and/or Daily Start Time

if entered; otherwise, the exception uses the master calendar's Daily Start
Time and/or Daily Stop Time.

4. If the EMIS exception already exists for this day, no further action is required.

06/01/2017 ®

Ll

Sub Calendar Day

The Sub Calendar Day Type is used to override the Master Calendar Actual Day Type. This
means that if the Master Calendar Actual Day Type changes, the Sub Calendar Day Type
specified here is still used.

Master Calendar Day Type: School Day
Sub Calendar Day Type: Use Master Calendar Day Type &7
Daily Start Time: 8:00 AM @
Daily Stop Time: 1-00 PM @
Periods of the Day:
1 2 3 4

M5 [ ar [

State Reporting Exception(s)

M| Unplanned Shortened Day ~ 5.00

(+)

v

CEVC | cancel |

5. Click Save.
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Calendar and Attendance Configuration

Lunches (Optional)

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Initialization > Periods of the Day

All students can have lunch indicated on their schedules so that when the student is out of the
building or tardy over their lunch period, their time allotted for lunch is excluded from the
attendance calculation. If a student is assigned multiple lunch courses during the same period, the
absence calculator excludes the entire period once.

For schools that use period attendance, whether or not a student is assigned lunch does not affect
the total period absences calculated since users can omit the lunch period when entering
absences.

For schools that use daily attendance, if the student does not have lunch indicated on their
schedule, it is included in their attendance calculation but only up to their maximum Hours Per
Day value (see “Sub-Calendar”). The examples below illustrate how this affects calculations:

* If a student is absent from 11:00 AM to 1:00 PM, they receive a total of 2 hours of
absence.

+ If a student is absent from 8:00 AM to 3:00 PM and their Hours Per Day value is 6, they
only receive a total of 6 hours of absence.

+ If the student has a full day absence and their Hours Per Day value is 6, they receive a
total of 6 hours of absence.

If your school has already assigned lunch course sections to student schedules, you only need to
enter the Start Time and End Time for each lunch period to exclude lunch from attendance
calculations. Regardless of whether or not lunches have been assigned, lunch periods should be
listed on the Periods of the Day Maintenance screen with their Start Time and End Time
entered.

When a student's schedule does not include a Course Type of L - Lunch, when the student is
out of the building or tardy over their lunch (e.g., during a Course Type of Z - Study Hall), their
time allotted for lunch is included in the attendance calculation.

Note: If you want to track both Course Types of Z - Study Hall and L - Lunch
during the same period, administrators with course override permissions can
override the conflict and assign both to each student.

Note: The attendance calculator considers all courses with a Course Type of L -
Lunch as non-instructional time.

* For schools that already have lunch course sections assigned, see “Assign Times to
Existing Lunch Periods.”

* For schools that do not have lunch courses created and/or assigned, see the following:
» “Assign Times to Existing Lunch Periods”
» “Create Lunch Courses”
» “Create Lunch Course Sections”
*  “Bulk Assign Lunch Course Sections”
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Calendar and Attendance Configuration

Assign Times to Existing Lunch Periods

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Initialization > Periods of the Day

Note: If the lunch period(s) does not exist on the Periods of the Day
Maintenance screen, you must add a lunch period(s) as needed on the Master
Calendar Periods screen. If your school currently only has one period of the day
for all classes (e.g., an elementary school that uses course groups), you must add
additional periods for lunch.

Studentinformation > Management = School Administration > Scheduling Administration > Initialization = Master Calendar Periods

Master Calendar Period Maintenance

From this screen, you can display, add, change and delete data pertaining to Master Calendar Periods.

Add Period | Cancel Changes |

Code Name SortOrder Active

w ¢ o1 1 O
(lﬁl FSEIERE: 2 oj
W & ¥ 3 3 3 O
1. On the Periods of the Day Maintenance screen, beside the lunch period to which you
wish to add a Start Time and End Time, click #*.

Studentinformation = Management > School Administration > Scheduling Administration = Initialization > Periods of the Day

Periods of the Day Maintenance

From this screen, you can display, add, change and delete data pertaining to periods of the day.

Filter By Rotation Day: |M - Monday v

Code Name Start Time End Time SortOrder Active

W ¢ v 1 1 ®
W& s 2 2 2

W & > 3 3 3 ®
W e ™ 4 4 4 ®
Wi | ¥ 5a 35A 5 ®
@lquqf 56 | 5B 7 ®
W & v 6 6 8 o
W & » Ny 7 7 9 ®
W ¢ 8 8 10 ®

Show Active Only

2. On the add/edit screen, enter a Start Time and End Time for that particular lunch period.
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Calendar and Attendance Configuration

3. Click Save.

Studentinformation > Management > School Administration > Scheduling Administration > Initialization > Periods of the Day

Periods of the Day Maintenance

From this screen, you can display, add, change and delete data pertaining to periods of the day.

Filter By Rotation Day: | M - Monday v
Rotation Day: M - Monday

Master Calendar Period:* A - 5A ~

Start Time: 12:05 pm K
End Time: 12:35 pm K
Is Rotation Day Active: 4

Is Master Calendar Period Active:{™

& -

The newly entered times display in the grid.

Studentinformation > Management > School Administration > Scheduling Administration = Initialization > Periods of the Day

Periods of the Day Maintenance

From this screen, you can display, add, change and delete data pertaining to periods of the day.

The Rotation Day Period was saved successfully X

Filter By Rotation Day: | M - Monday ~

Save Changes I Cancel Changes

Code Name Start Time End Time SortOrder Active

(R o ¥ 11 1 o
W & s 2 2 2

WS sP 33 3 o
W& s 4 4 4 ®
W & 4 ¥ 5A 5A (12:05PM 12:35PM) 5 [ ]
@& » Y B 7 Y
W& d ¥ 6 6 8 [
W & ™ 7 7 9 o
W & A 8 8 10 ®

Show Active Only
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Calendar and Attendance Configuration

4. Repeat step 1 through step 3 for all remaining lunch periods and rotation days.

Studentinformation > Management > School Administration > Scheduling Administration > Initialization > Periods of the Day

Periods of the Day Maintenance

From this screen, you can display, add, change and delete data pertaining to periods of the day.

The Rotation Day Period was saved successfully

Filter By Rotation Day: |M - Monday ~

Save Changes | Cancel Changes

Code Name StartTime End Time SortOrder Active

w ¢ ¥ 11 1 (]
W& P 2 2 2 (]
W & P 3 3 3 o
WS s ¥ a4 4 °
W & M b s5A 5A 12:05PM  12:35 PM 5 (]
W & ™ ¥ 5B 5B 12:40PM | 01:00 PM 7 o
W & ™ ¥ 6 6 8 o
W &MY 77 9 o
o & 8 8 10 ®
Show Active Only

Create Lunch Courses

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Course Maintenance > Courses

If no course record for lunch exists, you must add one course.
1. On the Courses screen, click Add Course.

2. Enter in the relevant course information.
Note: The lunch course must have a Course Type of L - Lunch.

3. Click Save.
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Calendar and Attendance Configuration

The new lunch course displays.

Studentinformation > Management > School Administration > Scheduling Administration > Course Maintenance > Courses

From this screen you can display or change information regarding courses

Course: | ||:\ Grade Level: Department:
Area of Study: Course Subject Area: Type: |L-Lunch v]

EMIS Subject Code: | -

Add Course
Code o Name | Area of Study Subject Area EMIS Subject Code  Is Active

W & [ & LUNCH LUNCH O

Show Active Only

Create Lunch Course Sections

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Course Maintenance > Courses

You must add lunch course sections for each possible term and period combination of lunch that
must be assigned to a student’s schedule.

For example, if a student has lunch the same time all year, create a course section with a term
that represents an all-year course. If the student’s lunch time differs from first semester to second
semester, create additional sections of lunch to represent each term and period needed.

1. On the Course Sections screen, click Add Course Section.

2. Enter the relevant information for the course section.
Note: Ensure that the correct Course Term is selected.

3. Click Save.
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Calendar and Attendance Configuration

The added course section displays.

Studentinformation > Management > School Administration > Scheduling Administration > Course Maintenance > Course Sections

Course Sections - LUNCH - LUNCH (1)

From this screen you can display or change information regarding course sections

[Hide Filters]

Course: |LUNCH |E]Grade: nepartment: Course Type] v
TEachEr: Term: anation: Search .

Add Course Section

Code Name w Section Term Details Is Active
W & Q LUNCH LUNCH 1 SEM1 Capacity Filling Male Female 1
25 700 200 500

Teacher(s)Meeting Time Description
Staff Staff 5A (CAFE)

i # Q LUNCH LUNCH @36 SEM2 Capacity Filing Male Female 1
135 000 000 000
Teacher(s)Meeting Time Description
Staff Staff 5B (CAFE)

Show Active Only

4. Repeat step 1 through step 3 for all remaining course sections needed.

11
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Calendar and Attendance Configuration

Bulk Assign Lunch Course Sections
Navigation: Studentinformation > SIS > Scheduling > Bulk Assign

You can use the Bulk Course Section Assignments screen to assign lunch to multiple students’
schedules.

If you are using Ad Hoc Membership groups to assign lunch to all students who have lunch at the
same time, you must first build your Ad Hoc Membership group for each lunch time period. This
is the quickest way to assign lunch to groups of students.

There are additional options for creating an Ad Hoc Membership group depending on your lunch
or class patterns. If you need to assign a lunch based on students in a course section meeting
during a specific period of the day, use the Ad Hoc Memberships screen Course Section Info
tab to find students with a class in a selected period.

Non-Groups or Groups:® Non-Groups O Groups

Course Code: | | Course Type: | v|
Name: | |
Department: ~ EMIS Subject Code: ~

| | | |
Area of Study: | v|Cnurse Subject Area:| v|
Teacher: ~ [J Honors Only

| |
Rotation Day: né TDE RD FD (Perind ofthe Day: |5A-5A v|)

(e [camet]

€ 17 you select a rotation day to filter courses, only those courses which meet on the rotation days selected and no other rotation days will
display in your search results. For example: Checking only Monday would display courses which meet only Monday.

1. Onthe Bulk Course Section Assignments screen Create a list of students tab, select
Search by Ad Hoc Membership.

2. Inthe Ad Hoc Membership drop-down list that displays, select the Ad Hoc Membership
that contains the students to which you wish to assign the course sections.

Studentinformation = SIS > Scheduling > Bulk Assign

Bulk Course Section Assignment

Use the bulk course section assignment wizard to schedule a list of students into a list of course s

Create a list of students Create a list of course sections Assign students

‘ Mext = ‘

@Create a list of students.

Search Mode: O Search for Students O Enter Student IdsC@) Search by Ad Hoc Membership)

(Ad Hoc Membership:)
Create New List Add to List | Clear List
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Calendar and Attendance Configuration

3. Click Next >.

4. Onthe Create a list of course sections tab, select the course section you wish to assign

to the group of students.

Studentinformation = SIS = Scheduling > Bulk Assign

Bulk Course Section Assignment

Create a list of students Create a list of course sections

‘ < Back

Group [ course section:

| - e

Course sections to be assigned.

Group / Course Section Capacity
ﬁj[ LUNCH - LUNCH 1 135
Total Course Sections: 1

Use the bulk course section assignment wizard to schedule a list of students into al

Assign students

‘ Next =

€)Create a list of course sections fo assign to each student in the list.

Clear Sections

Meeting Times

5A (CAFE)

5. Click Next >.

6. On the Assign students tab, click Assign to apply the lunch assignment to all selected

students.

Note: Ensure you use the first day of the school year as the Assignment date

and not the current date.

Studentinformation > SIS = Scheduling > Bulk Assign

Bulk Course Section Assignment

‘ < Back

Student Total: 239
Course section total:1

' Assignment date:*08/20/2016 = )

Use the bulk course section assignment wizard to schedule a list of students into a list of course sections

Create a list of students Create a list of course sections Assign students

13
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Calendar and Attendance Configuration

Edit Calendar Percentages

If a student attends more than one building within a district, you can view and modify their
attendance percentage for each building on the Edit Calendar Percentages screen (see the
ProgressBook Studentinformation Student and Registration Guide).

When the attendance calculator runs, it calculates the student’s attendance for each school first,
and then totals the amount to produce the values that display in the attendance reports for the
district.

In the example below, assume the student attends 3 buildings within a district with the following
percentages. When calculating full day absences or the maximum absence hours for the student,
the attendance calculator multiples each building’s Hours Per Day value by the Attendance

Percentage.

School | Attendance Percentage | Hours Per Day Value | Maximum Absence Hours
School A 20% 6 6x0.2=1.2hrs
School B 40% 6 6x0.4=24hrs
School C 40% 6 6x0.4=24hrs

District Total Hours Absent 12+24+24=6hrs

The attendance calculator does not take into account each school calendar’s Start Time and
Stop Time as they do not correspond to the student’s actual attending hours.

Thus, given the configuration above, the following scenarios identify how absences are
calculated:

+ If the student is absent from School A from 8:00 AM - 8:30 AM, absent from School B
from 10:00 AM to 10:30 AM, and absent from School C from 1:00 PM to 1:30 PM, their
total absence for the day is 1.5 hours as none of the individual absences exceed each
schools’ maximum hours.

« If the student is absent from School A from 8:00 AM - 10:00 AM and absent from School
B from 10:00 AM to 10:30 AM, their total absence for the day is 1.2 + 0.5 = 1.7 hours as
the maximum absence hours for School A is 1.2 hours even if the absence was entered
as 2 hours.

« If the student is absent from School A from 8:00 AM to 9:30 AM, absent from School B
from 10:30 AM to 12:00 PM, and absent from School C from 12:00 PM to 2:30 PM, their
total absence for the day is 1.2 + 2.4 + 2.4 = 6 hours as the maximum absence hours for
School Ais 1.2 and for School B and C, 2.4 each.
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Calendar and Attendance Configuration

Daily Absence Type Maintenance

Navigation: Studentinformation > Management > School Administration > Attendance
Administration > Absence Types

When you add or edit a daily absence through the Daily Absence List screen or the Student’s
School Absences screen, when you select an Absence Type Code, the corresponding
Qualifier displays so that users can easily identify the absences that require a Time In and/or
Time Out value. The Qualifier affects how the absence is calculated (see “Daily Attendance
Qualifiers Overview” )

Studentinformation = SIS > Attendance > Absence Event Maintenance

From this screen, you can modify an existing absence event.

Absence Event Type: I Daily

Date(s):" 01/00/2017 & to | =
Absence Type Cnde:*| U - UNEXCUSED v|
Absence Level:" | Full Absence v|

@ualifier: Absent )

Absence Reason:

Absence Note:

If you do not enter a Time In and/or Time Out for Absence Type
Time In: | | 2} Codes that have a Qualifier of Late/Tardy or Partial, they do not

count toward the student's absence thresholds.

Time Out: | (0]
Comment:
‘ Save and New | | Cancel ‘ [0 Retain Values | Show Defaults
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Calendar and Attendance Configuration

Daily Attendance Qualifiers Overview

This section explains how to record absence events using the different qualifiers available. To set
up absence types with the Partial qualifier, see “Configure Partial Attendance Qualifiers.” Refer
to the following sections for each attendance qualifier:

« ‘“Late/Tardy Qualifier”

»  “Absent Qualifier”

*  “Partial Qualifier”

«  “Non-Absence Qualifier”

Late/Tardy Qualifier

When entering absences with the Late/Tardy qualifier, you must enter a Time In or Time Out
value in order for the tardy event to be included in the attendance calculation.

Time In/Out Tardy Absence Threshold
No Identified Not Counted Against
Yes Identified Counted Against

Absent Qualifier

The Absent qualifier can be used to enter absences that occur any time during the day. If no Time
In and/or Time Out is entered, the Attendance Calculator calculates a full day of absence (based
on the sub-calendar’s Hours Per Day and the student’s Percent of Time values). If an AM or PM
Absence Level is selected, the maximum absence hours the student can receive is 0.5 of the total
Hours Per Day listed on the applicable sub-calendar. The following rules apply for absences with
the Absent qualifier:

» Absence events are calculated as absences (excused or unexcused).

+ Time In and/or Time Out can be entered on absences but is not required. A full day is
included if no times are entered; if you select an AM or PM Absence Level, only
applicable hours are included.

+ Absence events print on the R700 and R702 Attendance subreports. Full absences
display as 1 day; AM- or PM-only absences display as 0.5 day.

Partial Qualifier

The Partial qualifier can be used to enter absences that occur any time during the day. You can
also enter AM- or PM-only absences with this qualifier, but you must specify the corresponding
Time In and/or Time Out. If AM or PM Absence Levels are used, the maximum hours the student
can receive is 0.5 of the total Hours Per Day listed on the applicable sub-calendar. The following
rules apply for absences with the Partial qualifier:

* Multiple absence events with the Partial qualifier are allowed.
» Partial events are calculated as absences (excused or unexcused).
* Time In and/or Time Out fields must be entered to record a partial day.

» Partial absences do not print on the R700 or R702 Attendance subreports. The
hours calculated from partial absences are included on the Attendance Hours
subreport.

Note: Time In and/or Time Out must be entered. When neither have been
entered, the absence event is ignored.
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Partial Qualifier Examples
Excused Absence
» Student is tardy 30 minutes.

» Student has a doctor’s appointment and is gone between 10:00 AM — 1:30 PM (3.5
hours).

» School day start-stop time is 8:00 AM — 3:00 PM
» School day has 6 hours of instruction.
» Student’s lunch is 30 minutes and occurs during their period of absence.
Given the above circumstances, the following absence events should be entered:
1. Absence Event #1
* Qualifier — Late/Tardy
+ TimeIn-8:30 AM
2. Absence Event #2
* Qualifier — Partial
* Absence Type — Is Excused
* Time Out - 10:00 AM
* Timeln—-1:30 PM
The student’s total time absent is as follows:
[tardy] + [time absent - lunch] = time absent
[0.5hr] + [3.5hr - 0.5hr (lunch)] = 3.5 hours absent

Unexcused Absence

Absence types with a Partial qualifier can also be used when a portion of the student’s absence

is not excused.

» Student has a doctor’s appointment and is gone between 9:30 AM —12:00 PM (2.5 hours)

but their excused absence is only between 9:30 AM — 11:00 AM
» School day start-stop time is 8:00 AM — 3:00 PM
» School day has 6 hours of instruction.
» Student’s lunch is 30 minutes and does not occur during their period of absence.
Given the above circumstances, the following absence events should be entered:
1. Absence Event #1
* Qualifier — Partial
* Absence Type — Is Excused
* Time Out — 9:30 PM
+ TimeIn-11:00 AM
2. Absence Event #2
* Qualifier — Partial
* Absence Type — Unexcused
* Time Out - 11:00 AM
+ Timeln-12:00 PM
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The student’s total time absent is as follows:
[unexcused absence] + [excused absence] = time absent
[1.0 hr (unexcused)] + [1.5hr (excused)] = 2.5 hours absent

Non-Absence Qualifier
Any absence with a qualifier of Non-Absence is excluded from the attendance calculation.

Configure Partial Attendance Qualifiers

You can update any daily absence type(s) used to record partial absences with the new Partial
qualifier on the Absence Type Maintenance screen. Absence types can be maintained at the
ITC, district, or building level. If absence types are set up at the ITC, contact your ITC support
team for the necessary updates. For more information on setting up absence types, see the
ProgressBook Studentinformation Attendance and Calendar Guide.

Below are examples of how absence type codes can be set up using the Partial qualifier for
excused and unexcused absences.

Partial Unexcused Absence Type

Studentinformation > Management > School Administration > Attendance Administration > Absence Types

Absence Type Maintenance

From this screen, you can display, add, change and delete data pertaining to absence types.

Code:" PRU

Name:" Partial Absence - Unexcused

Partial Absence - Unexcused

Description:
Pz
Qualifier:* Partial v
Is Excused:
Absence Group: ® None | /Medical [ Out of School Suspension

Use for Daily Attendance: |¢
Use for Period Attendance:

Report to EMIS: v
Is Active: v

‘ Save and New ‘ ‘ Cancel ‘
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Partial Excused Absence Type

Studentinformation > Management > School Administration > Attendance Administration > Absence Types

Absence Type Maintenance

From this screen, you can display, add, change and delete data pertaining to absence types.

Code:" PRU

Name:" Partial Absence - Excused

Partial Absence - Excused

Description:
A
Qualifier:* Partial v
Is Excused: v
Absence Group: ® None( Medical () Out of School Suspension

Use for Daily Attendance: (¢
Use for Period Attendance:

Report to EMIS: v
Is Active: v

‘ Save and New ‘ ‘ Cancel ‘

Medical Absence Types

The Medical radio button indicates that an absence type used is specifically for medical absences
and must also have the Is Excused checkbox selected to be excluded from attendance
calculations. Medical absences are handled differently for EMIS reporting compared to HB410
absences. The following rules apply:

* Medical absence types should be identified as excused.
* Medical absence types do not count toward Excessive Absences.
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Studentinformation > Management > School Administration > Attendance Administration > Absence Types

Absence Type Maintenance

From this screen, you can display, add, change and delete data pertaining to absence types.

Absence Group:

(__None{ @ Medical) ) Out of School Suspension

Use for Daily Attendance: |¢|
Use for Period Attendance:| |
Report to EMIS: Ll
Is Active: L4l

Save ‘ Cancel ‘

Code:" ME
Name:" Medical Absence
IMedical Absence
Description:
Y
Qualifier:* Partial v
Gs Excused: |i|)

The Absence Type Maintenance grid displays an Absence Group column that indicates if the
absence group is None, Medical, or Out of School Suspension. Any absence types with the

Partial qualifier also display as Partial in the Qualifier column.

Studentinformation > Management > School Administration > Atlendance Administration > Absence Types = Q Q
Absence Type Maintenance
From this screen, you ¢an display, add, change and delete data pertaining to absence types.
Is Use for Daily Use for Period Report to
Code Name a Description Qualifier Excused| Absence Group Attendance Attendance EMIS Active
T & DE  Early Departure-Excused Early Departure-Excused Partial 4 None 4 0 4 (]
T & DU  EarlyDepariure-Unexcused Early Departure-Unexcused Partial O None ~ @] &~ ®
W & A Excused Absence Excused Absence-received a writien and/or Absent = None ~ 0 = { ]
oral statement
T & TE  Excused Tardy Excused Tardy Late/Tardy « None ~ ] [C4 ®
T & ME Medical Absence Medical Absence Partial 4 Medical ~ (m} & ([ ]
T & OTHR Other Class/School related activity Non-absence (1 None 4 (] O [ ]
T & ©SS Outof School Suspension  Suspended Absent O Out of Schoal 4 (] 4 (]
Suspension

o & u Unexcused Absence Unexcused Absence Absent (] None [C4 0 &~ { ]
W & TU Unexcused Tardy Unexcused Tardy Late/Tardy O None ~ @] &~ o
|#| show Active Only

Out of School Suspension Absence Types

The Is Out of School Suspension radio button indicates that an absence type is specifically for
out-of-school suspensions. Absences for out-of-school suspensions are handled differently for

EMIS reporting compared to HB410 absences. The following rules apply:

» Out-of-school suspension absence types should be identified as unexcused.
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» Out-of-school suspension absence types count toward Excessive Absences and do not
count toward Habitual Truancy.

« ATTUPEMIS includes out-of-school suspensions as absences.

Studentinformation > Management > School Administration > Attendance Administration > Absence Types

Absence Type Maintenance

From this screen, you can display, add, change and delete data pertaining to absence types.

Code:" oss

Name:” |Out—of-SchooI Suspension
Suspended

Description:

Is Excused: |
Absence Group: (__INone -.___.-Medica(__._.-c}ut of School Suspensioa

Use for Daily Attendance: |«
Use for Period Attendance:|v/|
Report to EMIS: Cd
Is Active: Cd

‘ Save and New ‘ ‘ Cancel ‘

The Absence Type Maintenance grid displays an Absence Group column that indicates if the
absence group is None, Medical, or Out of School Suspension. Any absence types with the
Partial qualifier also display as Partial in the Qualifier column.

Studentinformation > Management > School Administration > Aliendance Administration > Absence Types = [} [}

Absence Type Maintenance

From this screen, you can display, add, change and delete data pertaining to absence types.

Add Absence Type
Is Use for Daily Use for Period Report to

Code  Name a Description Qualifier Excused| Absence Group Attendance Attendance EMIS Active
T & DE  Early Depariure-Excused Early Departure-Excused Partial = None =~ O ~ o
W ¢ DU EarlyDeparture-Unexcused Early Departure-Unexcused Partial (] None [T O & [ ]
w & A Excused Absence Excused Absence-received a written and/or Absent (=4 None =4 (] 4 [
oral statement
W ¢ TE  ExcusedTardy Excused Tardy Late/Tardy =4 None [ O 4 [ ]
W & ME  Medical Absence Medical Absence Partial =~ IMedical (4 O 4 [ ]
T & OTHR Other Class/School related activity Non-absence (4 None (4 (m] (] [ ]
Tl # 0SS OutofSchool Suspension  Suspended Absent (m] Out of School =~ O ~ o
Suspension

w & u Unexcused Absence Unexcused Absence Absent (] None (&4 (m] (&4 [ ]
T & TU  Unexcused Tardy Unexcused Tardy Late/Tardy (m] None =~ O ~ o
|# show Active Only
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An informational message displays on the add/edit version of the Student’s School Absences
screen in Studentinformation to remind users to enter Time In and/or Time Out values for
absence type codes that have a Qualifier of Late/Tardy or Partial.

When you select an Absence Type Code, the corresponding Qualifier displays so that users can
easily identify the absences that require a Time In and/or Time Out value.

Studentinformation > SIS > Attendance > Absence Event Maintenance

From this screen, you can modify an existing absence event.

Absence Event Type: I Daily

Date(s):" 01/00/2017 & to | =
Absence Type Cnde:*| U - UNEXCUSED v|
Absence Level:" | Full Absence v|

@ualifier: Absent )

Absence Reason:

v]

Absence Note: | v]
If you do not enter a Time In and/or Time Out for Absence Type
Time In: | | 2} Codes that have a Qualifier of Late/Tardy or Partial, they do not
count toward the student's absence thresholds.
Time Out: | | (0]
Comment:
‘ Save and New | | Cancel ‘ [0 Retain Values ‘ Show Defaults ‘

Note: If the qualifier on the absence type maintenance is Late/Tardy, Partial, or
Non-Absence, the Absence Level on the Absence Event Maintenance screen
displays as a Non-Absence.
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Period Absence Type Maintenance

Navigation: Studentinformation > Management > School Administration > Attendance
Administration > Absence Types

Period absences must have an Absence Type Code with a Qualifier of Absent to include the
absences in the calculations. All absences with a Qualifier of Late/Tardy, Partial, or
Non-Absence are excluded from period attendance calculations.

You can configure your absences on the Absence Type Maintenance screen.

Studentinformation > Management > School Administration = Attendance Administration = Absence Types

Absence Type Maintenance

From this screen, you can display, add, change and delete data pertaining to absence types.

Code:”

Name:" |Excused absence

Description:

Is Excused:
Is Out of School Suspension: []
Use for Daily Attendance: [
Use for Period Attendance: []
Report to EMIS: O
Is Active:

| Save and New ‘ | Cancel ‘

An absence is considered excused if the Absence Type Code is configured with the Is Excused
checkbox selected.

The Is Out of School Suspension checkbox indicates that an absence type is specifically for
out-of-school suspensions. Absences for out-of-school suspensions are handled differently for
EMIS reporting compared to HB410 absences. The following rules apply:

+ Out-of-school suspension absence types should be identified as unexcused.

» Out-of-school suspension absence types count toward Excessive Absences and do not
count toward Habitual Truancy.

+ ATTUPEMIS includes out-of-school suspensions as absences.
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Periods of the Day Maintenance

Navigation: Studentinformation > Management > School Administration > Scheduling

Administration > Initialization > Periods of the Day

To receive correct attendance calculations, you must enter a Start Time and Stop Time for all
periods on each rotation day.

Studentinformation > Management > School Administration > Scheduling Administration > Initialization > Periods of the Day

Periods of the Day Maintenance

From this screen, you can display, add, change and delete data pertaining to periods of the day.

Filter By Rotation Day: ‘ M - Monday

- ‘

Code

1

2

2

4A

48

4C

B & G 6 & B & & G
SN
332339 >
€ € € € € € ¢ ¢

8
>

Show Active Only

Note: If your school uses period attendance, you can set up bell schedules to
override the periods of the day for more accurate HB410 reporting on a calendar
day. For more information, see the ProgressBook Studentinformation Attendance

Name

Period 1

Period 2

Period 3

Period 44

Period 4B

Period 4C

Period 5

Period 6

Period 7

and Calendar Guide.

Gtart Time Stop 'nme\
0915 AM 10:08 AM
1012 AM 11:02 AM
11:06 AM 11:56 AM
12:00 PM 12:30 PM
12:34 PM 01:04 PM
01:08 PM 01:38 PM
01:42 PM 02:32 PM
02:36 PM 03:26 PM

\33:3’0 PM 04:20 PMJ

Sort Order Active

1 @
2 @
3 @
4 @
5 @
6 @
7 @
8 @
9 o
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Course Sections

Navigation: Studentinformation > Management > School Administration > Scheduling
Administration > Course Maintenance > Course Sections

Course section meeting times and attendance collection periods must be configured properly in
order for period absences to calculate correctly.

All selected meeting times must match the period(s) selected for attendance collection.

For example, on the Meeting Times tab, if the class meets during periods 4 and 5...

Studentinformation > Management > School Administration > Scheduling Administration > Course Maintenance > Course Sections

Course Sections - 842 - PAINTING (32)

From this screen you can display or change informaticn regarding course sections
General Meeting Times Memberships Attendance Teacher History EMIS Override Next: 842 #42 > ‘

© Basic: course section must have a
single teacher and a single location and

@® Basic O Intermediate O Advanced have the same periods for the entire
schedule
Teacher:* ‘ Mrs. Christine Alberty \,| € Intermediate: course section must have
the same teachers, locations, and periods for
Location:” the entire schedule
€ Advanced: course section may have
Periods (All Days): 0 10 2 0 AO0eOcOeDO70e different teacher/location/periods across the
schedule

Save Course Section ‘ Cancel |

...then, on the Attendance tab, attendance collection must also be selected for periods 4 and 5
for each day the class meets.

Studentinformation > Management > School Administration > Scheduling Administration > Course Maintenance > Course Sections

Course Sections - 842 - PAINTING (32)

From this screen you can display or change information regarding course sections

General Meeting Times Memberships Attendance Teacher History EMIS Override Next: 842 #42 =

©)Please select the meeting times for which attendance will be collected.
You must select at least one period on each day the course section meets.

Day Periods

]
.
o

M 1 2 A B C 6 7 8

s E+ HE
o Ho &

El
A& o

A &~
K o

(

Save Course Section | Cancel |
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Attendance Calculation

The attendance calculator calculates each student’s total absences and identifies any thresholds
the student is approaching or has crossed based on how the daily and period absences are
entered in Studentinformation. The calculated values are then displayed in the corresponding
attendance Ad Hoc Reports.

Note: If you have the proper security to run ATTUPEMIS, when you run
ATTUPEMIS, the attendance calculator will also run for the district in context.

* To view the absence thresholds a student can trigger, see “Absence Thresholds”

¢ To understand when and what the attendance calculator checks for each absence

threshold, see “Absence Checks”
¢ To understand daily attendance calculation, see “Daily Attendance Calculation”

* To understand period attendance calculation, see “Period Attendance Calculation
* To view the attendance reports available, see “Attendance Reports”

Absence Thresholds

The table below outlines the absence thresholds that students can trigger:

Consecutive

Hours/Month Hours/Month Hours/Year

Habitual Truancy 30 hours unexcused | 42 hours unexcused | 72 hours unexcused

38 hours excused or | 65 hours excused or

Excessive Absences
unexcused unexcused

10% of hours excused

Chronic Absenteeism
or unexcused

Note: Medically excused absences are excluded from calculations for Excessive
Absences (see “Medical Absence Types”).
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Absence Checks

The table below outlines when and what the attendance calculator checks for each absence
threshold:

Event

Habitual Truancy

Excessive Absences

Chronic Absenteeism

Add an excused
absence

Check hours per month

Check hours per month

Check hours per year

Check hours per year

Check hours per year

Check consecutive hours

Add an unexcused
absence

Check hours per month

Check hours per month

Check hours per year

Check hours per year

Check hours per year

Check consecutive hours

Remove an excused
absence

Check hours per month

Check hours per month

Check hours per year

Check hours per year

Check hours per year

Check consecutive hours

Remove an unexcused
absence

Check hours per month

Check hours per month

Check hours per year

Check hours per year

Check hours per year

Check consecutive hours

Change an excused
absence to an
unexcused absence

Check hours per month

Check hours per month

Check hours per year

Check hours per year

Check hours per year

Check consecutive hours

Change an unexcused
absence to an excused
absence

Check hours per month

Check hours per month

Check hours per year

Check hours per year

Check hours per year

Check consecutive hours

Note: Medical excused absences are excluded from Excessive Absences
calculations. For more information, see “Medical Absence Types.”

Daily Attendance Calculation

This section explains how to enter daily absences in order to get accurate calculations for the
“Attendance Reports.” If your school is using daily attendance, you must only enter absences as
daily absences and not period absences. Absences can be excused or unexcused based on the
Absence Type Code you select (see “Daily Absence Type Maintenance” for configuring absence
types correctly).

Note: To identify any potential errors in student absences or school calendar
configuration, see “Attendance Process Warnings” and “Attendance Skipped
Student.”

Note: When you run ATTUPEMIS, the attendance calculator also runs for the
district in context.

27 ProgressBook Studentinformation HB410 District Task List



Attendance Calculation

Note: If the student attends multiple buildings within the district, you can adjust
and verify their attending percentage for each building on the Edit Calendar
Percentages screen (see the ProgressBook Studentinformation Student and
Registration Guide).

Note: You can indicate a student is a satellite student by selecting the Satellite
Student checkbox on the Edit Student Profile screen FS-Standing tab (see the
ProgressBook Studentinformation Student and Registration Guide). The
attendance calculator calculates satellite student attendance as if their Percent of
Time at the district is 100% for HB410 reporting. This does not change the FS
record’s Percent of Time values.

Daily absences must be configured and entered a certain way in order to receive accurate
calculations. In the table examples below, we are assuming the following:

School day start-stop time is 8:00 AM — 3:00 PM (15:00).

School day has 6 hours of instruction (Hours Per Day value on the student’s assigned
sub-calendar).

Student has an assigned 1 hour of lunch from 12:00 PM — 1:00 PM (13:00).

Note: For more information on how attendance calculates without lunch setup,
see “Lunches (Optional).”

Note: All Absence Types with a Qualifier of Partial or Late/Tardy default to an
Absence Level of Non-Absence. You cannot change the Absence Level value
when entering such absences.

# | Timeln | Time Out Absence Qualifier Is Absence How it Calculates
Level Excused | Hours
Non- Late/Tardy Y/N 0.00 hrs | Absence event is skipped as there
Absence is no absence to calculate.
1 Absent
Partial
Non-Absence
2 11:00 AM | 2:00 PM | Non- Partial Y 4.00 hrs | (11:00 - 8:00) + (15:00 - 14:00) = 4
(14:00) Absence hrs of excused absence
3 11:00 AM | 2:00 PM | Non- Partial N 4.00 hrs | (11:00 - 8:00) + (15:00 - 14:00) = 4
(14:00) Absence hrs of unexcused absence
4 2:00 PM | 11:00 AM | Non- Partial Y 2.00 hrs | (14:00 - 11:00) - 1 hr lunch = 2 hrs
(14:00) Absence of excused absence
5 2:00 PM | 11:00 AM | Non- Partial N 2.00 hrs | (14:00 - 11:00) - 1 hr lunch = 2 hrs
(14:00) Absence of unexcused absence
6 8:30 AM Non- Late/Tardy Y 0.50 hrs | (8:30 - 8:00) = 30 min of excused
Absence absence
7 8:30 AM Non- Late/Tardy N 0.50 hrs | (8:30 - 8:00) = 30 min of unexcused
Absence absence
8 2:00 PM | Non- Late/Tardy Y 1.00 hr 15:00 - 14:00 = 1 hr of excused
(14:00) Absence absence
9 2:00 PM | Non- Late/Tardy N 1.00 hr 15:00 - 14:00 = 1 hr of unexcused
(14:00) Absence absence
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# | TimelIn | Time Out Absence Qualifier Is Absence How it Calculates
Level Excused | Hours
10 2:00 PM | 12:00 PM | Non- Late/Tardy Y 1.00 hr (14:00 - 12:00) - 1 hr lunch = 1 hr of
(14:00) Absence excused absence
1 2:00 PM | 12:00 PM | Non- Late/Tardy N 1.00 hr (14:00 - 12:00) - 1 hr lunch = 1 hr of
(14:00) Absence unexcused absence
12 12:00 PM | 2:00 PM | Non- Late/Tardy Y 5.00 hrs | (12:00 - 8:00) + (15:00 - 14:00) =5
(14:00) Absence hrs of excused absences.
13 12:00 PM | 2:00 PM | Non- Late/Tardy N 5.00 hrs | (12:00 - 8:00) + (15:00 - 14:00) =5
(14:00) Absence hrs of unexcused absences.
14 Full Absent Y 6.00 hrs | 6 hrs (Hours Per Day) of excused
Absence absence
Full Absent N 6.00 hrs | 6 hrs (Hours Per Day) of
15
Absence unexcused absence
16 11:00 AM | 2:00 PM | Full Absent Y 4.00 hrs | (11:00 - 8:00) + (15:00 - 14:00) = 4
(14:00) Absence hrs of excused absence
17 2:00PM | 11:00 AM | Full Absent Y 2.00 hrs | (14:00 - 11:00) - 1 hr lunch = 2 hrs
(14:00) Absence of excused absence
11:00 AM | 2:00 PM | Full Absent N 4.00 hrs | (11:00 - 8:00) + (15:00 - 14:00) = 4
18 (14:00) Absence hrs of unexcused absence
2:00 PM | 11:00 AM | Full Absent N 2.00 hrs | (14:00 - 11:00) - 1 hr lunch = 2 hrs
(14:00) Absence of unexcused absence
AM Absent Y 3.00 hrs | 6 (Hours per Day) x 0.5 =3 hrs
19 Absence excused absence
PM
Absence
AM Absent N 3.00 hrs | 6 (Hours per Day) x 0.5 =3 hrs
20 Absence unexcused absence
PM
Absence
10:00 AM AM Absent Y 2.00 hrs | 10:00 - 8:00 = 2 hrs excused
Absence absence
21
PM
Absence
10:00 AM AM Absent N 2.00 hrs 10:00 - 8:00 = 2 hrs unexcused
Absence absence
22
PM
Absence
10:00 AM | AM Absent Y 3.00 hrs | (15:00 - 10:00) - 1 hr lunch =4 hrs
Absence but student receives 3 hrs excused
23 oM absence (hours in excess of a half
Absen day are excluded from the
sence calculations)
10:00 AM | AM Absent N 3.00 hrs | (15:00 - 10:00) - 1 hr lunch =4 hrs
Absence but student receives 3 hrs
24 unexcused absence (hours in
PM
Ab excess of a half day are excluded
sence from the calculations)
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# | TimelIn | Time Out Absence Qualifier Is Absence How it Calculates
Level Excused | Hours
11:00 AM | 2:00 PM | AM Absent Y 3.00 hrs | (11:00 - 8:00) + (15:00 - 14:00) = 4
(14:00) Absence hrs but student receives 3 hrs
25 PM excused absence (hours in excess
Ab of a half day are excluded from the
sence calculations)
11:00 AM | 2:00 PM | AM Absent N 3.00 hrs | (11:00 - 8:00) + (15:00 - 14:00) = 4
(14:00) Absence hrs but student receives 3 hrs
26 PM unexcused absence (hours in
Ab excess of a half day are excluded
sence from the calculations)
2.00PM | 11:00AM | AM Absent Y 2.00 hrs | (14:00 - 11:00) - 1 hr lunch = 2 hrs
(14:00) Absence excused absence
27
2:.00PM | 11:00 AM | AM Absent N 2.00 hrs | (14:00 - 11:00) - 1 hr lunch = 2 hrs
(14:00) Absence unexcused absence

Period Attendance Calculation

This section explains how to enter period absences in order to get accurate calculations for the
“Attendance Reports.” If your school is using period attendance, you must only enter absences as
period absences and not daily absences. Absences can be excused or unexcused based on the
Absence Type Code you select (see “Period Absence Type Maintenance” for configuring
absence types correctly).

Note: To identify any potential errors in student absences or school calendar
configuration, see “Attendance Process Warnings” and “Attendance Skipped
Student.”

Note: When you run ATTUPEMIS, the attendance calculator also runs for the
district in context.

Note: If the student attends multiple buildings within the district, you can adjust
and verify their attending percentage for each building on the Edit Calendar
Percentages screen (see the ProgressBook Studentinformation Student and
Registration Guide).

Note: You can indicate a student is a satellite student by selecting the Satellite
Student checkbox on the Edit Student Profile screen FS-Standing tab (see the
ProgressBook Studentinformation Student and Registration Guide). The
attendance calculator calculates satellite student attendance as if their Percent of
Time at the district is 100% for HB410 reporting. This does not change the FS
record’s Percent of Time values.

Note: You can set up bell schedules to override the periods of a day for more
accurate HB410 reporting on a calendar exception day. Refer to the
ProgressBook Studentinformation Attendance and Calendar Guide for more
information.
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In the examples below, we are assuming the following:

School day start-stop time is 8:00 AM — 3:00 PM (15:00).

School day has 6 hours of instruction (Hours Per Day value on the student’s assigned
sub-calendar).

Student has an assigned 30 minutes of lunch from 11:30 PM — 12:00 PM.
Student’s period configuration (50 mins per period except lunch):

Period Start Time Stop Time
1 7:50 AM 8:40 AM
2 8:45 AM 9:35 AM
3 9:40 AM 10:30 AM
4 10:35 AM 11:25 AM
Lunch 11:30 AM 12:00 PM
5 12:05 PM 12:55 PM
6 1:00 PM (13:00) | 1:50 PM (13:50)
7 1:55 PM (13:55) | 2:45 PM (14:45)
8 2:50 PM (14:50) | 3:40 PM (15:40)
9 3:45 PM (15:45) | 4:35 PM (16:35)

Note: For illustrative purposes, period 1 has a Start Time that is earlier than
the school’s Daily Start Time, period 8 has a Stop Time that is later than the
school’s Daily Stop Time, and period 9 is completely outside of the school
hours. Any period absences that fall partially outside of the school’s reqular
hours are only calculated after the school’s Daily Start Time or before the
school’s Daily Stop Time.

Note: All period absences must have a Qualifier of Absent.
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Student with 100% FTE

# Periods Absent Absence Hours Calculation
1 1,2 1.50 hrs (9:35 - 8:45) + (8:40 - 8:00) = 90 mins
2 2,3 1.66 hrs (10:30 - 9:40) + (9:35 - 8:45) = 100 mins
;
4 8 0.16 hrs 15:00 - 14:50 = 10 mins
(14:45 - 13:55) + (15:00 - 14:50) = 60 mins
; 7.6.9 1001w otes P 3 sppec s s uto o
Stop Time.
(8:40 - 8:00) + (9:35 - 8:45) + (10:30 - 9:40)
6 1,2.3.4.5.6,7.8 583 hrs +(11:25- 10:35) + (12:55 - 12:05) +

(13:50 - 13:00) + (14:45 - 13:55) +
(15:00 - 14:50) = 350 mins

Note: Students who have a total period absence hours value that is greater than
their Hours Per Day value only receive their Hours Per Day value as their
absences hours for that day. For example, when a student has an Hours Per Day
value of 6 hours, but their total absence hours for the day is 6 hours and 10 mins,
they only receive 6 hours of absence.

Student with 50% FTE
* Actual Hours Per Day value is (Hours Per Day x FTE) 6x0.5 = 3 hours (180 mins).

# Periods Absent Absence Hours Calculation
1 1,2 1.50 hrs (9:35 - 8:45) + (8:40 - 8:00) = 90 mins
2 2,3 1.66 hrs (10:30 - 9:40) + (9:35 - 8:45) = 100 mins

(12:55 - 12:05) + (11:25 - 10:25) = 100 mins

3 4,5 1.66 hrs (lunch is excluded)

4 8 0.16 hrs 15:00 - 14:50 = 10 mins

(14:45 - 13:55) + (15:00 - 14:50) = 60 mins
Note: Period 9 is skipped as it is outside of the
school’s Daily Start Time or Daily Stop
Time.

(8:40 - 8:00) + (9:35 - 8:45) + (10:30 - 9:40) +
(11:25 - 10:35) = 190 mins but student
receives 3 hrs absence (hours in excess of
Hours Per Day x FTE are excluded)

(8:40 - 8:00) + (9:35 - 8:45) + (10:30 - 9:40) +
(11:25 - 10:35) + (12:55 - 12:05) = 240 mins
7 1,2,3,4,5 3 hours but student receives 3 hrs absence (hours in
excess of Hours Per Day x FTE are
excluded)

5 7,8,9 1.00 hr

6 1,2,3,4 3 hours
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Calculating Consecutive Absences for Habitual Truancy

It is likely that the periods in a day do not entirely add up to the student’s Hours Per Day value.
For normal period absence calculations, it does not affect the outcome. However, for calculating
consecutive absences to determine if the student is consecutively Habitually Truant, the total
amount of time a student is absent per day must be equivalent to or exceed their Hours Per Day
value.

To ensure consecutive absences are calculated properly, a buffer is added whenever the
calculator attempts to calculate for consecutive absences only.

Buffer: 0.05 x Hours Per Day value

Example: If a student has an Hours Per Day value of 6 and a total period absence value of 5 hours
and 45 minutes for 1 day, the bufferis 6 x 0.05 = 0.3 (18 mins). The 18 minute buffer is then added
to the 5 hours and 45 minutes, which results in a total of 6 hours 3 minutes that exceeds their
Hours Per Day value. Thus, the student is considered absent for the full day, and if the student is
absent for 5 hours and 45 minutes the next day, it is considered a consecutive absence.

Attendance Reports

The Attendance and EMIS folders contain House Bill 410 related reports for administrators. The
proper security settings must be configured in Studentinformation to view and/or run these reports
from the Analytics Hub screen or Report Designer screen in the Attendance or EMIS folders.

When you run each report, you must select certain filters before clicking OK to proceed. The filters
are detailed in the corresponding report sections.

Note: If there is no data available for a report, such as for the Attendance
Process Warnings or Attendance Skipped Students Report (i.e., the
attendance calculator did not find any errors), no filter selections are available in
the drop-down list(s).

Note: Medical Excused Absences are excluded from the Excused Absence
Hours totals in all reports (see “Medical Absence Types” ).

The following reports are available:

*  “Yearly Absence Summary”

*  “Daily Absence List”

*  “Daily Absence Summary”

* “Consecutive Absence Summary”
*  “Monthly Absence Summary”

» “Absence Thresholds Summary”
*  “EMIS FT Detail”

To identify any potential errors in entered absences or school calendar configuration, you can run
the following 2 reports:

» “Attendance Process Warnings”
» “Attendance Skipped Student”
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Yearly Absence Summary

The Yearly Absence Summary report in the Attendance folder provides a summary of the yearly
totals for all student absences. From this report, you can run the Daily Absence Summary,
Consecutive Absences Summary, Monthly Absence Summary, and Absence Thresholds
Summary reports for just a single student by clicking on Daily, Consecutive, Monthly, or
Threshold respectively in the row of their name.

Filter By Condition Value
School Year Egual To
School Name Egual To

Status Name Is One Of v

Filters:
* School Year — Select the current school year from the drop-down list.
* School Name — Select the school building for which you want to run the report.
» Status Name - Select the status(es) of the students for which you want to run the report.

ProgressBook Studentinformation HB410 District Task List 34



Attendance Calculation

Q F' Export PDF | ¥ KL P» |1/ ANV
Yearly Absence Summary
Test High School 200°-20
Acevedo, Tawanna #782631739 Daily Consecutive Maonthly Thrasholds
Age: 18 Grade: 10 HR Teacher: ACTIVE RES - Active
Calendar: Default 5 - Resident attending Full Time % FS-100
Excused Absence Unexcused Medically Excused Suspension Total School a o - Total Absence
SECTR e Hours Absence Hours Absence Hours Hours Hours AlEndunL s Hours
2000-20 76.53 4590 0.00 0.00 1097.00 974 57 122.43
Adkins, Melody #130361210 Daily Consecutive Monthly Thresholds
Age: 16 Grade: 10 HR Teacher: ACTIVE RES - Active
Calendar: Default 5 - Resident attending Full Time % FS- 100
Excused Absence Unexcused Medically Excused Suspension Total School A o - Total Absence
ST Hours Absence Hours Absence Hours Hours Hours R TTLI AETE Hours
2000-20 37.57 26.97 0.00 0.00 1097.00 1032.47 64.53
Allison, Erich #1777596 Daily Consecutive Monthly Thresholds
Age: 17 Grade: 11 HR Teacher: ACTIVE RES - Active
Calendar: Default 14 — Resident Taking CCP Classes Elsewhere Part time % FS - 50
Excused Absence Unexcused Medically Excused Suspension Total School A o . Total Absence
SR VT Hours Absence Hours Absence Hours Hours Hours RTINS Hours
200 -20 0.70 2517 0.00 0.00 1097.00 1071.13 25.87
Andrews, Rodger #632183361 Daily, Consecutive Monthly, Thresholds
Age: 18 Grade: 11 HR Teacher: ACTIVE RES - Active
Calendar. Default 5 - Resident attending Full Time % FS- 100
Excused Absence Unexcused Medically Excused Suspension Total School A pr - Total Absence
SR Hours Absence Hours Absence Hours Hours Hours BT T Hours
200 -20 56.55 13.73 0.00 0.00 1087.00 1026.72 70.28
Header Fields:

e Student last name, first name
e # —ID number of student.
* Age — Age of student.
¢ Grade — Grade level of student.
* HR Teacher — Homeroom teacher of student.
* Overall student status
* Calendar — Calendar assigned to student.
e EMIS situation
e Percent of time (FTE) on FS calendar
Detail Fields:

* School Year — Current school year.
* Excused Absence Hours — Student’s total excused absence hours for the year.
* Unexcused Absence Hours — Student’s total unexcused absence hours for the year.
* Highlights yellow at 50% of threshold (36 hours)
» Highlights red when over threshold (72 hours — Habitual Truancy)
* Medically Excused Absence Hours — Student’s total medically excused absence hours.
* Suspension Hours — Student’s total out-of-school suspension hours.

* Total School Hours — Student’s total year-to-date (YTD) expected attending hours
based on their calendar.
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* Attending Hours — Student’s total hours actually spent in school.
* Total Absence Hours — Student’s total absence hours.
* Highlights yellow at 50% of threshold (32.5 hours)
* Highlights red when over threshold (65 hours — Excessive Absences)

You can click Daily, Consecutive, Monthly, and Thresholds to run the corresponding report for
each individual student. It passes the school code, school year, and student ID as filters into the
corresponding report.

Daily Absence List

The Daily Absence List report in the Attendance folder displays all attendance statistics for a
selected date range from the Daily Absence List screen as well as the year-to-date (YTD)
unexcused, excused, and total absence hours for all students.

Note: The Daily Absence List report is not compliant with HB410 for period

attendance.
Filter By Condition Value
School Year Equal To w 2018-2019 v
School Name Egual T
Status Mame Is One Of v
Calendar Date |s Between v .
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Filters:
¢ School Year — Select the current school year.
* School Name — Select the school for which you want to run the report.
» Status Name — Select the status(es) of the students for which you want to run the report.

¢ Calendar Date — Manually enter or click [z to select the date or date range for which you
want to run the report.

B Daily Absence List

© B | Eportpor v «< >» 1715 Find v

Daily Absence List

Test Middle School 2018-2019
Adams, Kelly # 392989150 ‘Grade: 08 HR: Phone: (466) 555-303.
08/31/2018 Excused: 0 Unexcused: 6.5 Out Of School Suspension: 0
Absence Type Reason MNote Comments In Out
Full Absence U - Unexcused V - VACATION C-CALL call/Mom
Absence
YTD Excused: 0.00 YTD Unexcused: 6.50 YTD Out of School Suspension: 0.00 YTD Total: 6.50
Armstrong, Takisha # 690068938 Grade: 06 HR: Phone: (359) 555-7498]
09/04/2018 Excused: 3.25 Unexcused: 0 Out Of School Suspension: 0
Absence Type Reason Mote Comments In Out
PM Absence A~ Excused Absence "2~ MEDMPPTNG o prpenr EARLY RELEASE: 11:30am - 11:30 AM
DR NOTE grandparent to pick up
YTD Excused: 3.25 YTD Unexcused: 0.00 YTD Out of School Suspension: 0.00 YTD Total: 3.25
# 876818498 E Phone: (202) 555-6200
08/28/2018 Excused: 0.9 Unexcused: 0 Out Of School Suspension: 0
Absence Type Reason MNote Comments In Out
Non-Absence TE - Excused Tardy M - MED/APPT D - DR NOTE 2:59 AM
YTD Excused: 0.50 YTD Unexcused: 0.00 YTD Out of School Suspension: 0.00 YTD Total: 0.90
Best, Homer #437481487 Grade: 07 HR: Phone: (929) 555-643
08/24/2018 Excused: 6.5 Unexcused: 0 Out Of School Suspension: 0
Absence Type Reason Note Comments In out
Full Absence A - Excused Absence B - BEREAVEMENT  C- CALL funeral today
YTD Excused: 6.50 YTD Unexcused: 0.00 YTD Out of School Suspension: 0.00 YTD Total: 6.50

Header Fields:

e Student last name, first name

e #—ID number of student.

* Grade — Grade level of student.

* HR - Homeroom location of student.

¢ Phone - Phone number of student.
Detail Fields:

* Absence — Absence Level of the absence (AM- / PM- / Full- / Non-Absence).
* Date — Date of the absence.

* Excused — Excused absence hours of the absence record.

* Unexcused — Unexcused absence hours of the absence record.

* Out of School Suspension — Out-of-school suspension hours of the absence record.
* Absence — Qualifier of the absence.

* Type — Absence Type Code of the absence.

¢ Reason — Absence Reason of the absence.

* Note — Absence Note of the absence.

* Comments — Comment text of the absence.

¢ In - Time In value of the absence.
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Totals:

Daily

Attendance Calculation

Out — Time Out value of the absence.

Note: The start date of the year is based on the calendar assigned to the student.
The current date is dependent on the date on which the user runs the report, not
the date range entered in the report filter.

Note: Students who are skipped in attendance calculations (see “Attendance
Skipped Student” ) always display a YTD Excused, YTD Unexcused, and YTD
Total value of 0.

YTD Excused — Year-to-date excused absence hours for the student.
YTD Unexcused — Year-to-date unexcused absence hours for the student.

YTD Out of School Suspension — Year-to-date out-of-school suspension hours for the
student.

YTD Total — Year-to-date total excused and unexcused absence hours combined for the
student.

Absence Summary

The Daily Absence Summary report in the Attendance folder lists each absence during the

school

year for all students. This report does not identify absence thresholds.

You can run the Daily Absence Summary report for a single student on the Yearly Absence
Summary report by clicking Daily in the row corresponding to the student’'s name.

Filters:

Filter By Condition Value
School Year Equal To v 2018-2019
School Mame Equal To

Status Name Is One Of v

School Year — Select the current school year.
School Name — Select the school for which you want to run the report.
Status Name — Select the status(es) of the students for which you want to run the report.

ProgressBook Studentinformation HB410 District Task List 38



Attendance Calculation

Daily Absence Summary — All Students

B0 psence
© B | ExportPOF | w KL r» /6
Daily Absence Summary
Test Middle School 2018-2019
Adams, Kelly #: 392989150 Grads: 08
Calendar Date Excused Absence Hours Unexcused Absence Hours Suspension Hours Total Absence Hours
08/31/2018 12:00 AM 0.00 6.50 0.00 6.50
Totals: 0.00 6.50 0.00 6.50
Armstrong, Takisha #: 690068938 Grade: 06
Calendar Date Excused Absence Hours Unexcused Absence Hours Suspension Hours Total Absence Hours
09/04/2018 12:00 AM 3.25 0.00 0.00 3.25
Totals: ] 0.00 0.00 3.25
Barnes, Gilbert #: 876818498 Grade: 06
Calendar Date Excused Absence Hours Unexcused Absence Hours Suspension Hours Total Absence Hours
08/28/2018 12:00 AM 0.0 0.00 0.00 0.50
Totals: 0.50 0.00 0.00 0.50
Best, Homer #: 437481487 Grade: 07
Calendar Date Excused Absence Hours  Unexcused Absence Hours Suspension Hours Total Absence Hours
08/24/2018 12:00 AM 6.50 0.00 0.00 6.50
Totals: 6.50 0.00 0.00 6.50
Bradley, Raymundo #: 48593030 Grads: 06
Calendar Date Excused Absence Hours Unexcused Absence Hours Suspension Hours Total Absence Hours
08/30/2018 12:00 AM 0.00 0.17 0.00 0.17
Totals: 0.00 0.17 0.00 0.17
Brewer, Chaim #: 172052997 Grade: 07
Calendar Date Excused Absence Hours Unexcused Absence Hours Suspension Hours Total Absence Hours
08/28/2018 12:00 AM 1.45 0.00 0.00 1.45
Totals: 1.45 0.00 0.00 1.45
Buckley, Helen #: 86633773 Grade: 07
Daily Absence Summary — One Student
Export PDF | ¥ AN
Daily Absence Summary
Test Middle School 2018-2019
Maxwell, Renee #: 736018923 Grade: 06
Excused Unexcused Suspension Total Absence
Calendar Date
Absence Hours Absence Hours Hours Hours
08/27/2018
. 0.00 0.02 0.00 0.02
12:00 AM
09/04/2018
e 0.00 6.50 0.00 6.50
12:00 AM
09/05/2018
e 0.00 6.50 0.00 6.50
12:00 AM
Totals: 0.00 13.02 0.00 13.02

Header Fields:

Progress&%k

e Student last name, first name

e # —ID number of student.

e Grade — Grade level of student.

Detail Fields:

06/21/2019 01:51 PM

e Calendar Date — Date of absence.

* Excused Absence Hours — Total excused absence hours for each calendar date.

* Unexcused Absence Hours — Total unexcused absence hours for each calendar date.
* Suspension Hours — Total out-of-school suspension hours for each calendar date.
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* Total Absence Hours — Total absence hours for each calendar date.
¢ Totals — Adds the total hours for each absence hour column.

Consecutive Absence Summary

The Consecutive Absence Summary report in the Attendance folder identifies whether any
students have consecutive unexcused absences and habitual truancy and whether they are
approaching or have exceeded the threshold. Students display on this report only if they have met
or exceeded at least 15 hours of consecutive unexcused absences (50% of threshold). If there are
no consecutive absences for a student, you receive the message, “No Data Qualified for this
Report.”

Filter By Condition Value
School Year Egual To w 2018-2019
School Mame Equal To

Status Mame |s One Of v

Filters:
* School Year — Select the current school year.
* School Name — Select the school for which you want to run the report.
» Status Name — Select the status(es) of the students for which you want to run the report.
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Consecutive Absence Summary — All Students

O A Eportpor | KL ¥» 1 /4 AN

Consecutive Absences Habitual Truancy

High School 2017-2018
# Grade: 10
Start Date End Date Hours Absent
10/16/2017 10/18/2017 19.5
# Grade: 11
Start Date End Date Hours Absent
12/11/2017 12/15/2017 30.5
if: Grade: 11
Start Date End Date Hours Absent
09/19/2017 09/22/2017 26
#: Grade: 11
Start Date End Date Hours Absent
12/06/2017 12/08/2017 19.5
# Grade: 10
Start Date End Date Hours Absent
10/16/2017 10/18/2017 15.5
#: Grade: 09
Start Date End Date Hours Absent
10/05/2017 10/11/2017 305
# Grade: 09
Start Date End Date Hours Absent
10/27/2017 10/31/2017 19.5
# Grade: 12
Start Date End Date Hours Absent
10/02/2017 10/10/2017 45.5
#: Grade: 09
Start Date End Date Hours Absent
10/02/2017 10/10/2017 455
i#: Grade: 11 v

Consecutive Absence Summary — One Student

b4
Export PDF | ¥ AV
Consecutive Absences Habitual Truancy
HIGH SCHOOL 20 -20
# Grade: 09
Start Date End Date Hours Absent

10/05/20 10/12/20 32.75
02/17/20 02/22/20 16.38
02/23/20 02/27/20 19.65

Progmsse.;j.@-.'( 10/20/200  02:51 PM Fage 1

Header Fields:
e Student last name, first name
e #—ID number of student.
* Grade — Grade level of student.
Detail Fields:
» Start Date — The first day in a consecutive absence chain.
* End Date — The last day in the consecutive absence chain.
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 Hours Absent — The total number of hours the student was absent between the start and
end date.

* Highlights in yellow when at least 50% of the threshold (15 hours)
* Highlights in red when over threshold (30 hours - Habitual Truancy)

Monthly Absence Summary

The Monthly Absence Summary report in the Attendance folder displays all student absences
by month and identifies if they are approaching or have exceeded the threshold for each month.

Filter By Condition Value

School Year Equal To w 2018-2019
School Name Equal To

Status Code |z One Of v

Filters:
* School Year — Select the current school year.
* School Name — Select the school for which you want to run the report.

» Status Code — Select the status code(s) of the students for which you want to run the
report.
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Monthly Absence Summary — All Students

» Monthly Absence Su
Q K EwonPor v K< 2 6 /48 ANV
Monthly Habitual Truancy and Excessive Absences
Test High School 200 -20

December 20 0.00 0.00 0.00 13.00 13.00
January 20 0.00 0.08 0.00 0.00 0.08
April 20 13.00 0.00 0.00 0.00 13.00
May 20 0.00 6.50 0.00 0.00 6.50

Bullock, Casey #: 613032598 Grade: 10

Excused Absence Unexcused Absence  Medically Excused -

Month Year Hours Hours Absence Hours Suspension Hours Total Absence Hours
September 20 287 000 0.00 0.00 287
November 20 0.00 153 0.00 0.00 1.53

February 20 7.28 0.00 0.00 0.00 7.28
March 20 0.53 0.03 0.00 0.00 057
Burch, Marci #: 402356769 Grade: 10
Excused Absence Unexcused Absence  Medically Excused -

Month Year Hours Hours Absence Hours Suspension Hours Total Absence Hours

August 20 13.00 0.00 0.00 0.00 13.00
September 20 3250 13.00 0.00 0.00 4550

October 20 3.08 29,08 0.00 0.00 33.07
November 20 0.00 1.55 0.00 0.00 1.55
December 20 0.28 3.25 0.00 0.00 3.53

January 20 2172 .50 0.00 0.00 28.22

February 20 228 8.33 0.00 0.00 10.62
March 20 7.02 6.50 0.00 0.00 13.52
April 20 13.00 203 0.00 0.00 15.03
May 20 0.00 16.28 0.00 0.00 16.28
Burton, Margaret #: 507615541 Grade: 11
Excused Absence Unexcused Ahsence Medically Excused

Month Year ot i TRl e Suspension Hours Total Absence Hours
September 20 27.33 0.00 0.00 0.00 27.33

October 20 3.12 0.00 0.00 0.00 3.12

Januany 20 0on A.A0 000 000 A.A0

Monthly Absence Summary — One Student
Export PDF | w e
Monthly Habitual Truancy and Excessive Absences
Test High School 20 -20
Fritz, Joann #: 106922712 Grade: 09
X Medically -
Excused Absence Unexcused X Suspension Total Absence

Reih Ve Hours Absence Hours Excusaﬂﬁgsence Hours Hours

August 20 0.00 52.00 0.00 0.00 52.00
September 20 0.00 19.50 0.00 0.00 19.50
s Progresssook 11/15/2007 11:18 AM Page 1

Header Fields:

e Student last name, first name
e # —ID number of student.
¢ Grade — Grade level of student.
Detail Fields:
* Month — The month in which the absences occurred.
* Year — The year in which the absences occurred.
* Excused Absence Hours — Total excused absence hours for each month.
* Unexcused Absence Hours— Total unexcused absence hours for each month.
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* Highlights in yellow at 50% of the threshold (21 hours)
* Highlights in red when over threshold (42 hours — Habitual Truancy)

* Medically Excused Absence Hours — Total medically excused absence hours for each
month.

e Suspension Hours — Total out-of-school suspension hours for each month.
¢ Total Absence Hours— Adds the total absence hours for each month.

* Highlights in yellow at 50% of the threshold (19 hours)

* Highlights in red when over threshold (38 hours — Excessive Absences)

Absence Thresholds Summary

The Absence Thresholds Summary report in the Attendance folder lists the type of threshold
each student has exceeded and the trigger date(s).

Filter By Condition Value
School Year Egual To w 2018-2019
School Name Equal To

Status Mame Is One Of 4

Filters:
* School Year — Select the current school year.
* School Name — Select the school for which you want to run the report.
« Status Name — Select the status(es) of the students for which you want to run the report.
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Absence Thresholds Summary - All Students

o .
L >» 1/8 AN
~
Attendance Thresholds
High School 2017-2018
# Grade: 11
Threshold Type Trigger Date
ConsecutiveHabitualTruancy 12/15/2017
MonthlyExcessiveAbsences 12/15/2017
YearlyExcessiveAbsences 01/08/2018
# Grade: 11
Threshold Type Trigger Date
MonthlyExcessiveAbsences 09/25/2017
YearlyExcessiveAbsences 10/18/2017
# Grade: 12
Threshold Type Trigger Date
YearlyExcessiveAbsences 11/28/2017
i Grade: 10
Threshold Type Trigger Date
YearlyExcessiveAbsences 12/06/2017
# Grade: 12
Threshold Type Trigger Date
MonthlyExcessiveAbsences 09/26/2017
YearlyExcessiveAbsences 11/27/2017
# Grade: 09
Threshold Type Trigger Date
ConsecutiveHabitualTruancy 10/11/2017
# Grade: 12
Threshold Type Trigger Date
ConsecutiveHabitualTruancy 10/06/2017
MonthlyExcessiveAbsences 10/09/2017
MeonthlyHabitualTruancy 10/10/2017
# Grade: 09
Threshold Type Trigger Date v

Absence Thresholds Summary — One Student

X
Export PDF | » ANV
Attendance Thresholds
HIGH SCHOOL 200 -20
#: Grade: 09
Threshold Type Trigger Date

ConsecutiveHabitualTruancy 10/12/20
MonthlyExcessiveAbsences 10/14/20
YearlyExcessiveAbsences 02/17/20
YearlyHabitual Truancy 02/27/20

Progress B% k 10/20{2017 03:55 PM Page 1

Header Fields:
e Student last name, first name
* #—ID number of student.
* Grade — Grade level of student.
Detail Fields:
* Threshold Type — Name of the threshold that the student crossed.
» Trigger Date — Date the student went over the threshold.
» If a trigger date is within the last 7 days of running the report, it is highlighted in blue.
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EMIS FT Detail

Attendance Calculation

The EMIS FT Detail report in the EMIS folder lets you view all student FT records (HB410 events)

that are reported to EMIS when you run the FT transfer.

Filters
Filter By Condition Value

School Year Equal To w 2018-2019 v
v

School Name Iz One Of -
v

Grade Level Is One Of L

Filters:

* School Year — Select the current school year.
* School Name - Select the school for which you want to run the report.
* Grade Level — Select the grade level(s) of the students for whom you want to run the

report.

B EMIS FT Detail

@ A ExporPOF v

Student ID

Last Name

EMIS FT Detail

First Name Middle Name

Grade Level

School Name

Event Date

KL P 1)/2

ANV

Event

B6673033

21798030

84869101

45980113

107323383

110325288

133145638

190651500

228792922

284697173

317249392

353071428

Shah

Ford

Santana

West

Wade

Morales

Greer

Mays

Valencia

Roman

Cruz

Stephenson

Kathrine

Marci

Meal

Stacey

Tasha

Terra

Emma

Eloy

Monty

Juana

Gerardo

Jeanette

Test High School

Test High School

Test High School

Test High School

Test High School

Test High School

Test High School

Test High School

Test High School

Test High School

Test High School

Test High School

05/29/2018

01724/2018

02/08/2018

12112017

02/05/2018

05/31/2018

05/31/2018

05/16/2018

02/21/2018

02715/2018

12/04/2017

03/15/2018

E - Student
Becomes
Habitually Truant
E - Student
Becomes
Habitually Truant
B - Student
Becomes
Habitually Truant
B - Student
Eecomes
Habitually Truant
E - Student
Eecomes
Habitually Truant
E - Student
Becomes
Habitually Truant
E - Student
Becomes
Habitually Truant
B - Student
Eecomes
Habitually Truant
B - Student
Eecomes
Habitually Truant
E - Student
Becomes
Habitually Truant
E - Student
Becomes
Habitually Truant
B - Student
Becomes
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Detail Fields:

¢ Student # — ID number of student.

* Last Name — Last name of student.

* First Name - First name of student.

* Middle Name — Middle name of student.

¢ Grade Level — Grade level of student.

¢ School Name — School building of student.

* Event Date — Date the event was triggered.

* Event — The type of event that was triggered.

Attendance Process Warnings

The Attendance Process Warnings report in the Attendance folder identifies entered absences
that can cause incorrect calculations or the skipping of an absence event or day and displays
messages to indicate the issues.

Filter By Condition Value

School Year
School Name

Status Name
Grade Level

Message

Filters:

Equal Te w 20192020
Equal Te

|s One Of v

Is One Of v

|s Mot One Of v

Note: If there is no data available for this report (i.e., the attendance calculator did
not find any errors), no filter selections are available in the drop-down list(s).

¢ School Year — Select the current school year.

¢ School Name — Select the school for which you want to run the report.

» Status Name — Select the status(es) of the students for which you want to run the report.
* Grade Level — Select the grade level(s) of the students for which you want to run the

report.

47

ProgressBook Studentinformation HB410 District Task List



Attendance Calculation

* Message — Select a Condition and Value to include or exclude certain warning

messages.

Attendance Process Warnings

K< >» 173

2017-2018

Student Name Student # Date

10/09/2017

09/18/2017

10/26/2017

10/04/2017
11/21/2017
10/04/2017

10/04/2017
09/08/2017

09/08/2017

Detail Fields:

FD Calendar EMIS Situation

Default Calendar - 5 - Resident attending Full Time

Default Calendar - 5 - Resident attending Full Time

Default Calendar - 5 - Resident attending Full Time

Default Calendar - 5 - Resident attending Full Time

Default Calendar - 5 - Resident attending Full Time

Default Calendar - 5 - Resident attending Full Time

Default Calendar - 5 - Resident attending Full Time

Default Calendar -
Slault Lalendar 5 - Resident attending Full Time

Default Calendar - 5 - Resident attending Full Time

¢ Student Name — Last name, first name of student.
e Student # — ID number of student.
* Date — Date of the absence affected.

* FD Calendar — Reporting Calendar selected on the Edit Student Profile screen
FD-Attributes tab of the student.

« EMIS Situation — EMIS Situation selected on the Edit Student Profile screen
FS-Standing tab of the student.

* Message — Describes the issue with the entered absence that was skipped.

Message

Student has a Late/Tardy absence that does not
have a Time In and/or Time Out value entered.
An absence has been excluded due to a Time In
and/or Time Out value that is outside of the
Daily Start Time and/or Daily Stop Time value of
the student's assigned calendar.

An absence has been excluded due to a Time In
and/or Time Out value that is outside of the
Daily Start Time and/or Daily Stop Time value of
the student's assigned calendar.

An absence has been excluded due to a Time In
and/or Time Out value that is outside of the
Daily Start Time and/or Daily Stop Time value of
the student's assigned calendar.
Student has a Late/Tardy absence that does not
have a Time In and/or Time Out value entered.
An absence has been excluded due to a Time In
and/or Time Out value that is outside of the
Daily Start Time and/or Daily Stop Time value of
the student's assigned calendar.
Student has a Late/Tardy absence that does not
have a Time In and/or Time Qut value entered.
Student has a Late/Tardy absence that does not
have a Time In and/or Time Out value entered.
Student has a Late/Tardy absence that does not
have a Time In and/or Time Qut value entered.

AN
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For more information on how the absences are incorrectly configured and how to resolve the

issues, refer to the table below.

In the table examples below, we are assuming the following:

* School day start-stop time is 8:00 AM — 3:00 PM (15:00).
e School day has 6 hours of instruction (Hours Per Day value on the student’s assigned

sub-calendar).

e Student has an assigned 1 hour of lunch from 12:00 PM — 1:00 PM (13:00).

Note: Time In and Time Out values that are outside of the school day start and
stop time are bold for easy identification.

. . Absence ipe Calculation How to Resolve
# | TimeIn |Time Out Level Qualifier Error Message Outcome the Error
The absence acours Verify the dates in
, .| the student’s
outside of the Absence event is .
1 : : FS-Standing
attending dates on skipped.
the student's records and the
FS-Standing records. absence date.
Locate the absence
events and correct
the Time In and
Time Out values so
that the total
absence hours are
less than or equal to
the total Hours Per
Day value.
The absence day OR
was skipped
because the Enter an absence
student's total A|_| absences on | with an Absence
2 absence hours of at tSTIS d:(}j/ are Level of Full
least two absences is | > PPE- Absence without a
more than the total Time In or Time
hours per day. Out value so that
the student receives
the correct
maximum Hours
Per Day value
based on their
Percent of Time
(FTE). Remove all
other absence
records for the day.
The absence day
was skipped
because the student |All absences on Contact state
3 is on multiple this day are support
calendars in the skipped. pport.
same school for that
day.
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. . Absence ipe Calculation How to Resolve
# | TimeIn |Time Out Level Qualifier Error Message Outcome the Error
Partial Student has a Partial Locate the daily
absence that does Absence event is absence and enter
4 not have a Time In skioped the correct Time In
and/or Time Out pped. and/or Time Out
value entered. value(s).
1:00 PM |12:00 PM | Non- Partial , Locate the daily
) Student’s absence
(13:00) Absence . |absence and enter
5 hours occurred only | Absence event is the correct Time In
Non- Late/Tardy during skipped. and/or Time Out
Absence non-instruction time
value(s).
9:00 AM / Non- Partial
2:00 AM Absence
(instead Non- Late/Tardy | AN absence has
6 | of 14:00) Absence been excluded due to
a Time In and/or Locate the dail
Ful/AM/PM- | Absence | Time Out value that gca ethe da' Yt
Absence is outside of the Absence event is | 20S€Nc€ anc enter
. . - . the correct Time In
2:00 AM |Non- Partial Daily Start Time skipped. and/or Time Out
(instead |Absence and/or Daily Stop value(s).
of 14:00) o, Late/Tardy Time value of the
7 19:00 AM Ab student’s assigned
sence calendar.
Full/AM/PM | Absence
Absence
7:00 AM /|4:00 PM | Non- Partial An absence has
4:00 PM | (16:00) / | Absence been excluded due to
(16:00) |7:00 AM G - Late/Tardy a.Tlme In and/or Locate the daily
Ab Time Out value that
sence . . . | absence and enter
8 is outside of the Absence event is the correct Time In
Full/AM/PM | Absence Daily Start Time skipped. and/or Time Out
Absence and/or Daily Stop value(s)
Time value of the ’
student’s assigned
calendar.
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# | TimeIn | Time Out Absence Qualifier Error Message Calculation How to Resolve
Level Outcome the Error
4:00PM [7:00 AM | AM/PM Absent Time In and
(16:00) Absence Time Out values
9 are removed.
Student receives
a half-day
absence,
4:00 PM |7:00 AM |Full Absent Time In and
(16:00) Absence Time Out values
are removed.
10 Student receives ;
Verify that the
a full-day student has daily
absence. absence events
2:00 PM [4:00 PM |AM/PM Absent Time Out value |with Time In and/or
(14:00) (16:00) Absence . is removed. Time Out values
Ul A Time In and/or Student receives | that fall within the
1 Absence Time Out value has | (14:00 - 8:00) | Daily Start Time
beenremoved due to | _ 1 pr lynch and Daily Stop
the value(s) being =5 hrs of Time of their
outside of the Daily | 3pgence assigned calendar.
Start Time and/or _
4:00PM |2:00 PM |AM/PM Absent | paily Stop Time Time In valueis |OR
(16:00) (14:00) Absence value of the student’s | removed. Verify the Daily
12 Full assigned calendar. Student receives Sta.rt Time ar\d
Absence (15:00 - 14:00) = |Daily Stop Time
1 hr of absence |values for the
7:00AM |9:00AM | AM/PM Absent Time In value is | School calendar
Absence removed. assigned to the
Ful Student receives | Student.
13 Absence (15:00 - 9:00) - 1
hr lunch
=5 hrs of
absence
9:00AM |7:00 AM | AM/PM Absent Time Out value
Absence is removed.
14 Full Student receives
Absence (9:00 - 8:00)
=1 hr of absence
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Attendance Skipped Student

The Attendance Skipped Student report in the Attendance folder identifies students that are

skipped during the calculations and displays messages to indicate the issues.

Filters:

Note: Students who are skipped are not processed by the attendance calculator.
As a result, no process warnings are generated for these students.

Filter By Condition Value
School Year Egual To w 2018-2019
School Name Equal To

Status Name |s One Of v

Grade Level |z One Of v

Note: If there is no data available for this report (i.e., the attendance calculator did
not skip any students), no filter selections are available in the drop-down list(s).

School Year — Select the current school year.
School Name — Select the school for which you want to run the report.

Status Name — Select the student status type(s) for which you want to run the report.

Grade Level — Select the grade level(s) for which you want to run the report.
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@ K ExportPoF | v K<>» 1/3
Attendance Skipped Students
2017-2018
Student Name Student # FD Calendar EMIS Situation Message
Default Non Attend Cal 473 - Res. Jn_)n Peterson The student has a Percent of Time (FTE) of 0 on
Scholarship Student
- ) all Fs-Standing records.
elsewhere Full Time
473 - Res. Jon Pet
Default Non Attend Cal s ‘_)n ererson The student has a Percent of Time (FTE) of 0 on
Scholarship Student .
- ) all FS-Standing records.
elsewhere Full Time
5 _ Resident attendin Mone of the calendars assigned to the student
Default Calendar - - Full Time & have more than 0 hours per day for each day
that the student is attending.
Default Calendar - 5- Resuﬁent.aﬂendmg studant has no absences.
Full Time
5 - Resident attendin None of the calendars assigned to the student
Default Calendar - Full Time € have more than 0 hours per day for each day
that the student is attending.
5 - Resident attendin MNone of the calendars assigned to the student
Default Calendar - Full Time £ have more than 0 hours per day for each day
that the student is attending.
12 - Non-public student
Default Non Attend Cal ,o,n P I,C Y98 rhe student has a Percent of Time (FTE) of 0 on
¥ receiving services only all FS-Standing records
— no instruction £ )
. . None of the calendars assigned to the student
5 - Resident attend
Default Calendar - es;ue”nﬂ:EEn "™ have more than 0 hours per day for each day
that the student is attending.
5 - Resident attendin None of the calendars assigned to the student
Default Calendar - Full Time g have more than 0 hours per day for each day
that the student is attending.
5 - Resident attendi MNone of the calendars assigned to the student
Default Calendar - - Residen .a encing have more than 0 hours per day for each day
FU” Time thaotitho ctudont ic attondiog.
Detail Fields:

e Student Name — Last name, first name of student.

e Student # — ID number of student.

* FD Calendar — Reporting Calendar selected on the Edit Student Profile screen

FD-Attributes tab of the student.

« EMIS Situation — EMIS Situation selected on the Edit Student Profile screen

FS-Standing tab of the student.

* Message — Describes the issue with the student’s information that resulted in them being

skipped.

For more information on how to resolve these issues, refer to the table below:

Error Message Calculation Outcome How to Resolve the Error

Verify that the student’s Percent of Time (FTE)
value is correct.

Student has a Percent of Time Student is skipped.
(FTE) of 0 on all FS-Standing

records.

Locate the calendar assigned to the student and
enter the correct Hours Per Day value.

None of the calendars assigned to | Student is skipped.
the student have more than 0
Hours Per Day for each day that

the student is attending.

Verify if the student should have absences and
enter them.

Student has no absences. Student is skipped.

Enter the Daily Start Time and Daily Stop Time
values for all school calendars assigned to the

The school(s) does not have a Student is skipped.

Daily Start Time and/or Daily Stop

Time. student. (Student may be attending more than one
school.)
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Error Message

Calculation Outcome

How to Resolve the Error

The school has a Daily Start Time
that is later in the day than the
Daily Stop Time.

Student is skipped.

Verify the Daily Start Time and Daily Stop Time
values for the school calendar assigned to the
student.

Student has one or more absences
for the year but the total absence
hours for each day are not more
than zero.

Student is skipped.

Verify that the student has absence events with
valid Time In and/or Time Out values.
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Absence Monitoring and Reporting

Once the attendance calculator and attendance reports have run, the data displays in
Studentinformation on the Student Absence Intervention screen. The data can also be inserted
into absence intervention letters for parents or guardians and is sent to ODE through the Student
Reporting Collection (S).

Student Absence Intervention

Navigation: Studentinformation > SIS > Student > Attendance > Student Absence
Intervention

A new screen has been added on the student Attendance menu. On this screen, you can view a
summary of the student’s excessive absences, habitual truancies, and any thresholds the student
has met. You can also view the district’s responsibilities; create and update absence intervention
information for the student; and print absence intervention letters. Users must have the proper
security settings in order to view and/or modify this screen.

For more information on the features on this screen, refer to the ProgressBook Studentinformation
Attendance and Calendar Guide.

Absence Intervention Letter Templates

Navigation: Studentinformation > Management > District Administration > Report Template
Administration

You can now upload report templates to generate absence intervention letters for students. You
can print these letters through the Student Absence Intervention screen.

For more information on this feature, refer to the ProgressBook Studentinformation Attendance
and Calendar Guide.
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EMIS Reporting

Navigation: Studentinformation > EMIS > Student Reporting Collection (S)

On the Student Reporting Collection (S) screen, a new Transfer - Student Truancy and
Excessive Absence (FT) process has been added. EMIS reporting values are taken from the
Student Absence Intervention screen (see the ProgressBook Studentinformation Attendance
and Calendar Guide).

Note: You can indicate a student is a satellite student by selecting the Satellite
Student checkbox on the Edit Student Profile screen FS-Standing tab (see the
ProgressBook Studentinformation Student and Registration Guide). The
attendance calculator calculates satellite student attendance as if their Percent of
Time at the district is 100% for HB410 reporting. This does not change the FS
record’s Percent of Time values and EMIS attendance is still calculated
according to the student’s Percent of Time values.

The Student Truancy and Excessive Absence (FT) record is reported for the following:

Traditional Districts Midyear and End of Year Student (S) Collections
SOES End of Year (S) Collections
Participants in the Student Record Exchange (X) Collection

The following dates are reported to EMIS:

Date a parent receives written notification of a student’s Excessive Absences.

Date an absence intervention plan is implemented only when a Habitual Truancy
threshold has been crossed.

Date a student crosses the Habitual Truancy threshold.

Date of each time a student who has crossed the Habitual Truancy threshold violates a
court order.

Reporting Event Examples

Event A — Parent is notified of Excessive Absences.
» Student has crossed an Excessive Absences threshold (monthly or yearly).

¢ Parent involvement record exists with Written Notification and Excessive
Absences where the date is on or after when the student crossed the threshold.

* The earliest involvement record on or after the threshold is reported.
Event B — Student becomes Habitually Truant.
e Student has crossed any of the Habitual Truancy thresholds (consecutive, monthly, or

yearly).
* The earliest threshold date is reported.

Event C — Habitually Truant student violates court order.
» Student has crossed any of the habitual truancy thresholds.

* Judicial involvement record exists with Violates a Court Order and Habitual
Truancy where the date is on or after when the student crossed the threshold.

* Each involvement record on or after the threshold is reported.
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* Event D — Absence Intervention Plan is implemented.
» Student has crossed any of the Habitual Truancy thresholds (consecutive, monthly, or

yearly).
* Anintervention team Plan Created On date has been entered (can be before
threshold date).

e The Plan Created On date is reported.
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