RECORDING ATTENDANCE FOR 10% ROSTERS
7/20/06
E 

= 
entered (tuition is paid)
E/ 

= 
entered but absent

 / 

= 
absent after entry day 

W* 

= 
no show

W 

= 
student drop
L

= 
last date of attendance
D
 
= 
instructor drop
Sometime during the semester, you will be given a roster on which to record these enrollment symbols. Following is a form similar to the 10% roster illustrating some typical student enrollment situations and the notations they require. These notations should be recorded in the box corresponding to the student’s name and date of the action. It is important that you maintain detailed attendance records from the first day of class so that you can transfer those records onto the 10% roster when it is delivered later in the semester.
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Student 1
attended the first day of class, had already paid tuition, and was absent from class on 9/6.

Student 2
was on the roll, had already paid tuition, but did not attend the first day of class. The student did begin attending class on 8/23.

Student 3
had not paid tuition by the first class, so whether the student was physically present or not, the date should be left blank. He may have had a “no en” notation next to his name on the first roll ( “greenbar”) that you receive at the beginning of the semester or he just may not have registered by then. Upon entering on the second class meeting on 8/23, the student would have shown a receipt to prove that tuition had been paid.  Was absent on 9/20.
Student 4
had enrolled in class and had paid tuition by first day. Attended the second class, but stopped attending after that. The L indicates that 8/23 was the last date the student attended the class.  The W indicates that the student presented a drop form to the instructor on 9/15, formally withdrawing from the class.
Student 5
attended and had paid tuition on the first day of class but stopped attending as of 9/8. The D indicates that the instructor filled out a drop form and sent it to the registrar on 9/27 without being asked to do so by the student.  The L shows the last day the student was in the class, 9/6.
Student 6
never attended the class.  W* indicates “no show.”
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