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Class – Help Document

Attendance and Progress

If you require information for Absence Processing please see help sheet SQL175

Attendance:

· To allow entry of attended hours (typically or daily weekly) quickly and efficiently.

· To show attended hours by student on the enrolment screen.

· Provide reports to show students failing to reach attendance percentages (e.g. less than 80%) for any given period.

· Allow resulting percentages to be included in documents e.g. certificates.
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Progress:

· To enable the academic progress of a student’s enrolment to be recorded and monitored by traditional “levels” and/or by user defined categories e.g. speaking, listening, reading, writing, etc.

· To produce documents which can either show the numerical results or by providing a standard paragraph for each score under each category produce a comprehensive report/certificate.
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ATTENDANCE MODULE

Enrolment screen:
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Batch Entry Process:
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· This process is normally performed daily or weekly.

· It is recommended to batch update one course or class at a time.

[image: image5.png]Enty

crerd] rsing [ eendanceipbsence

Ciiteria
Update O Attendance Tuiton Days @ Mondii
O Absence O MonSat
©Both O MonSun
Ooaiy
School Boumemouth School =] visa Types [ Not Requred
Last Bach: Mon 104/17 0] General Studert Visa
(From: Mon 03/Jul/17) ] Student Visitor Visa
Couse Group I 0] Prospective Studert
& B 0] Chid Student
ki D ] Child Visitor

Class [ ]
St O [owan] [ooomn

ExcludeDepatted v Assign To Advanced Timetable Time Slot? |+
Plan Template Al Templates || TmeSiot AlTine Skt v
Academic Period

Inchade ClassesFiom [Hon 27Jan 2014 [ ] No Tuiian Days

Sorting
SonBy1 | Class Name

SotBy2 | Student Sumame.

SotBy3 | Student Farename.





[image: image6.png][crana) vsn [ ctendanceizbsence

Please enter actual Attendance hours:

Doble cick absence to add/ed a comment
Clck absence column header to set absence for allenies to | (Student Present] v

Envolment

Dated
Noles

18 TFor [Suam [Cows [Clss [From [To Sehed [Actual Vo Tus e [Tha =
b | 69 Yui Akine GEZ5 ADV |27/la 06/AgG00-1030 | 750 750 e,
54 5k AlHaboi AYT1 ADV 27/1a 167 9001030 | 750 750w v v v | | |‘fhseerne
Corfim x
The folowing studerts have sbsence set but stendsnce Actuel Houts has not been adiusted
Doyou wish o corirue?
Yes No.
620 Wendex |GE25 8DV 270 250 (8001030 | 750 TS0y v v ||| oo |
TR s G20 o 707 901090 a0 oy vl | | 2]
3Me Shinazs GEZ) ADV 2742 21/ 0900-1030 | 750 10w |v v (v Do
a0Mo AlMashi |GEZS |BEG 2712 217 09001030 | 750 750y v v |V
oG 0300-1030 750 750
5Es 0300-1030 750 750
eual
* Cick the Scheduled/Actual column headers to adiust the values T4recads) | [ Dioond || ["goes |





· Results are displayed and if required can be sent to Excel.

· Hours are calculated, by looking at the hours per week on the Class record, or the Timetable and assume the student attends 100%.

· Only those students not attending 100% need to be modified.

Class record
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Reporting
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A wide range of selection criteria is available, enabling Schools to simply focus on the students not within certain parameters, over a period of time.
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Student Enrolment Record
The Attendance is shown as a tab on the Enrolment record, together with relevant attendance figures.  Individual lines may be amended from this screen.
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Document Merge

The followings fields are available for merging e.g. for certificates/letters:

· Enrolment total scheduled hours

· Enrolment total actual hours

· Enrolment % attained

STUDENT PROGRESS MODULE
The categories and levels can be added within the system settings:
Maintenance/Settings > General Settings > Admissions > 
Progress Categories & Progress Levels.
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Categories: ADD the heading names here.
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Levels: ADD the level names and grades from/to here
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General

Example of a student’s progress record
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There are two main sections to the screen shown above and either or both may be set up and used. 

The top half of the screen is being used to show a history of score/level results. The numbers are equated to a table in system settings and levels displayed. 
(Settings / Academic /Academic levels).

The bottom half of the screen is being used to show a more analysed history of a student’s progress. The headings, called “progress categories” and shown as speaking, listening etc are defined in the system settings. 
There is no limit to the number of categories, but screen size will limit to approx 9.
The assessment interval shown at the bottom of the screen can be altered manually, but there is a system setting to determine the normal default within Maintenance/Settings > General Settings > Company > Company – Academic:
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Reporting/use of information

Various reporting options exist – for example:
Word merge – Example 1
Progress profile (showing last 3 results)
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Word merge – Example 2
Progress profile (showing score text)
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Word merge – Example 3
Progress profile (descriptions)
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Quick Reports:

The following fields are available through Quick Reports (enrolment types).
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Progress Batch Entry

Academic / Student Progress
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Selection

Most of the criteria is self apparent, but if Course Groups are not currently used it may be useful to create Groups to represent the courses where students are to be assessed.  Alternatively, use may be made of “Class Types” to assist in this process.

Note:  Red box – If you are dealing with current students these dates can often be left as the default.
Classed From + Classed To:   Students who have been in classes between these dates

Departing From + Departing To: Students leaving the school between these dates.  The Departure date on the General Tab is used.  

Example for use:  Adding a final mark for all students leaving the school that week.
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Default Test Date:  This date will be used when each of the student’s Progress records is updated (see below).
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Assessment Period: The system will check the Assessment Due Date on each enrolment. Those within the range are selected. 
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The date for new enrolments is automatically set as the Monday following the date of arrival.  This date is maintained if the arrival date is changed

Results:
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Note: Students in multiple classes appear multiple times. 
The use of Class types or Classes themselves, used selectively in the selection criteria, may be used to remove duplicates.

Print Forms:

A single form for each student is printed (no display option).

Excel:
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