SPRING 2010
As you prepare your reports, please follow these guidelines.  Information must be prepared in this way in order to meet the requirements for the high schools’ reporting systems.

1. Please put the class dates in the boxes across the top of the chart.

2. Mark “A” if the student is absent.

3. If a student begins missing classes often, please notify Shirley.

4. Leave the box blank if the student is present.

5. Put the grade in the appropriate column to the right.

6. Please use this form for reporting, being sure to enter attendance information and grade information.

7. When the reporting period is complete, sign and date the form at the bottom.

8. E-mail or fax the information to Shirley Sisk by or before date indicated.

9. Print out a new set of attendance sheets for the next reporting period and prepare as stated above.

The timeline for Spring ‘10 is listed below.  Meeting these deadlines is important so that grades can be provided for the high schools in a timely manner.
TIMELINE

Progress Report 
#1
February 3, 2010
Report Card #1

February 24, 2010
Progress Report #2
March 24, 2010
Report Card #2

April 14, 2010
Progress Report #3
May 5, 2010
Report Card #3

May 26, 2010
REPORTING DETAILS AND TIMELINES

1)
     Go to www.lcwa-possibilities.com
2) Click on “For Instructors.”

3) Print “Reporting Details and Timelines.”  This information is important for completing grade and attendance reports.

4) Click on your course.

5) Print out forms for your class.

6) Use black ink when completing the forms.  The high schools need black ink to be used on the forms.

7) For each 3-week reporting period print out a new set of forms, being sure to enter the dates of the class nights.

8) Using these forms is essential to provide necessary information for the high schools.

NOTE:  When your class roll is complete and accurate, please fax Shirley a copy of the roll sheet that you use from the college.  This copy is important for LCWA recordkeeping purposes.  FAX 936-257-4047.
