ATTENDANCE AND GRADE ROSTER INSTRUCTIONS
As faculty, you play a key role in assisting the college to fulfill state-mandated attendance reporting – which ultimately provides for college funding.  The Los Angeles Faculty Guild recognizes this key role and, as a result, included provisions for attendance accounting in the AFT Agreement.  According to Article 13 8.f. and 13 8.g, “All faculty shall maintain accurate records of grades, attendance, and class exclusions in accordance with District policy, rules, regulations and procedures”…”permanent rosters, grade report forms, and exclusion rosters shall be given to the appropriate college administrator on or before the due dates established by the College President. The due date for the above mentioned rosters and forms shall not be less than eight (8) calendar days after the rosters and forms are distributed to the faculty. All grade report forms must be turned in no later than five (5) college work days (days the college is open for business) after the last day of the final examination period”.
Outlined in this document are requirements and instructions regarding the completion of attendance and grade rosters.  All rosters are due to Admissions and Records by the due dates provided below.
Faculty are encouraged to submit grades online at: http://www.laccd.edu/faculty_staff/service_logon.asp.  If you wish to request a password for using the online system contact MIS at ext. 7007.  If you choose to submit rosters/grades online you are required to turn in a hard copy of the faculty signature page to the Office of Admissions and Records in R-102.  Directions for accessing and completing grades online are available at: http://www.lattc.edu/lattc/technology/howtorosters.htm.

If you need further assistance with attendance and grade rosters contact:

Admissions and Records Office

R-102

213.763.5300

	REQUIRED ROSTERS – MUST BE SUBMITTED TO ADMISSIONS AND RECORDS OFFICE


	Roster Name [Color]
	Purpose
	Available / Distributed
	Due Online 
or to A&R
	Remarks

	Census Roster

[Red]
	To record attendance until census date/day

[Attendance is not required after census]
	Thursday before class begins
	Within 8 calendar days after census date/day, submit with Exclusion Roster
	Lines appear on reverse side for addition of names

	Exclusion/

Early Alert Roster

[Green or

[Brown]

	To exclude inactive students from courses.  Enables the mandatory  exclusion of     ‘no-shows’ and students no longer  actively participating prior to census

[Also used for Early Alert]
	Wed/Thurs of 2nd week (16-week)
	Within 8 days of distribution (census for full-term courses), submit with Census Roster
	If Exclusions are completed online -  requires signed hard-copy to be submitted to Admissions & Records

For Positive Attendance courses, do not use ‘Not Active as of Census’ column [There is no census in PA courses]

	PA Roster

[Green]
	To record ALL hours of attendance by students in positive attendance (required for PA courses only)
	Thursday before class begins
	Immediately after course completes—this or other equivalent form must be returned

	Attendance MUST be recorded either on PA Roster or other form

	Grade Collection Form
 [Dark Red]
	To report grades (not used for Positive Attendance Courses)
	
	One week prior to the final examination period for term-length courses; 

Monday of the last week of courses for short-term, summer and winter courses
	No later than 5 college work days after the last day of the final examination period

	PA Hours/ Grade Collection Form 

 [Blue]
	For Positive Attendance Courses only, to report both grades and actual hours of attendance
.
	Monday of the last week of course
	No later than 5 college work days after the last day of final exam period
	Timely return of grade collection forms is essential so as not to delay financial aid awards, transcript preparation, or preventing students for enrolling in courses in which this course serves as a pre-requisite.
On-line submission must be followed by signed hard-copy to Admissions & Records Office. 


	OPTIONAL ROSTERS – FOR INSTRUCTOR USE ONLY



	Roster Name [Color]
	Purpose
	Available / Distributed
	Due Online or to Admissions/Records
	Other Information

	Multipurpose Roster

[Blue]
	To record attendance and/or other course information after census--

use is optional
	Thursday of 4th week (16-week)
	
	Not required to be turned in--keeping attendance after census is not required

	Active/Inactive Roster

[White]
	To provide instructor a list of active and inactive students and date of drop or withdrawal
	On demand only by instructor
	For instructor’s information only—not to be returned
	Order on web or through Admissions & Records 


Definition of Terms
Census Date - The primary term (WSCH) census day 

Census Day - Applicable to DSCH courses only--the day that falls closest to 1/5 of the total number of days a course will be offered

No-Show - An enrolled student who has not attended from the first day of the course

Not Actively Participating - Refers to students engaging in excessive unexcused absences, except due to extenuating circumstances.  Such circumstances may include verified cases of accidents, illness, and other circumstances beyond the control of the student
Sample Rosters
On the following page are samples of each type of attendance and grade rosters.
Rosters

	Census Roster
[Red]
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	Exclusion Roster - WSCH
[Green]
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	Exclusion Roster – DSCH/ PA
[Brown]
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	Positive Attendance Roster
[Green]
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	Multipurpose Roster

[Blue]
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	Positive Attendance Hours/ 
Grade Collection Roster
[Blue]
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	Grade Collection Roster
[Dark Red]
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� Faculty members generally should not exclude students in WSCH and DSCH classes after the census date.  Students are responsible for dropping classes themselves after census date and in order to meet deadlines for refunds and grades of “W”.


� Faculty members may use computerized methods of attendance tracking for positive attendance classes and to turn in substitute forms.  The forms must include the course name and number, the section number, the semester and year, the instructor’s signature and date, and a legible record of daily attendance.  A key to symbols used must be provided at the bottom of each page.�


� In addition to the record of daily attendance kept on the Positive Attendance Roster, instructors of positive attendance classes are required to record the total number of hours each enrolled student attended on the Positive Attendance Hours/Grade Collection Form produced by the District at the end of the class.  This form serves the dual purpose of collection of final semester grades, as well as total hours for apportionment.  Hours reported for each student may not exceed the total number of hours the class meets, except in cases of open entry/open exit classes where two times the normal maximum may be claimed.  If an alternate means is used for recording and reporting positive attendance hours (e.g., electronic or automated), a signed and dated report generated from the automated system must be attached to the Positive Attendance Hours/Grade Collection Form.
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