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Instruction for Completing Class Attendance Roster
1. In order to meet Department of Education audit requirements, the following areas must be completed and accurate.

a. FSC# - Enter the course number and section number for this course (i.e. 205.501)

b. Class Month – Enter the month(s) in which the training sessions occurred 

c. Day – Enter the date(s) for each month in which the course sessions were completed for the course.

d. The Instructors, lead (#1) and assistant (#2), must be listed on the roster.

e. Student Name - The number of students listed on the roster must match the number of student registration forms for the course. (i.e. 10 students listed must have 10 student registration forms.)

f. Attendance Information: Area to the right of the student name section.  Indicate the attendance status for each student in the blocks provided.  Use the following format to indicate attendance status.

i. P – present for that session (a check mark or X may also be used to indicate a student’s presence for that session) 

ii. A – absent for that session

iii. D – student notified the instructor that he/she dropped from the course

g. Final Grades: P/F/I

i. P - Pass – the student attended the required training sessions and successfully completed all course objectives

ii. F - Fail – the student attended the required training sessions but did not successfully complete all course objectives 

iii. I - Incomplete – the student did not attend all required training sessions

h. The lead instructor is required to sign each Class Attendance Roster (bottom of page) in order to validate that the information is complete and accurate.

i. The Course Roster, along with other required Instructor Paperwork can be emailed to PSPaperwork@bucks.edu 
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*By signing this course roster, the Lead Instructor is attesting that all listed information is accurate, students listed as passing have met all course objectives, and that all documentation is in compliance with Bucks County Community College policies and procedures. 
Lead Instructor Signature: ________________________________________
Date: ____________________
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