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1 THE ATTENDANCE TRACKER MODULE

1.1 OVERVIEW

The purpose of the Attendance Tracker is to provide administration, attendance support workers and
teachers with a tool that will:

e support them with the implementation of the Provincial Student Attendance and Engagement
Policy, and

e allow them to effectively monitor students’ attendance, to identify those students when
absences become frequent, and to document interventions with strategies to support them.

The intention of the interventions in the Attendance Policy are to support students and to work with them
and their families to better understand the barriers affecting their attendance. These interventions should
occur when attendance issues are noticed and should continue if problems persist. Interventions do not
necessarily need to wait until specific milestones in attendance. That is, if a student is experiencing issues
with their attendance a teacher or administrator may wish to intervene before that student reaches 10
percent missed time.

With respect to the Out-of-school (OSS) suspensions and Operational Issues (Ol) codes, these two codes are
not counted with other absences in the Attendance Tracker. Ol absences occur when there are operational
issues beyond the control of the student, such as a bus not running. Students who are on an out-of-school
suspension are absent in response to an unacceptable behaviour. The student is unable to attend school
during a suspension and, therefore, loss of credit due to time missed for suspension would not be an
appropriate response. As the Attendance Tracker is meant to help administrators make informed decisions
related to how to respond to students with attendance concerns, including when to use their professional
judgement to consider loss of credit for a student, the tracker will not include OSS or Ol absences in its
calculations. Administrators and teachers are encouraged to look at a student’s overall attendance record,
including both Ol and OSS absences, in determining when it may be appropriate to intervene. Itis also
important to note that if a student is suspended for more than ten school days, the Education Act requires
every reasonable effort be made to provide alternative arrangements for the education of the student.

For more information about the Attendance and Engagement Policy or the Operational Guide go to:

Policy - https://www.ednet.ns.ca/docs/provincialstudentattendanceengagementpolicy.pdf

Operational Guide - https://www.ednet.ns.ca/docs/studentattendanceandengagementoperationalguide.pdf
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ATTENDANCE TRACKER SUMMARY STATUS PAGE

In PowerTeacher, to view an Attendance Tracker summary status page for one of your classes:

On the PowerTeacher Start Page, click on the blue Chair icon ( # ) next to the class you which
to view. (If you're not on the Start Page, click on the PowerSchool log in the upper-left corner to
quickly return to the Start Page).

Attendance Take Multi-Day Attendance Student

Exp Course Seating Chart . Alerts
Status Attendance Attendance Tracker Information

MATHEMATICS 10 AN ® [ .
1-4(A i H P !E
) PowerTeacher Pro — -0 == E E]

Be patient, and do not click the icon again as you wait for the page to display. It may take a bit
of time for the Tracker to perform all the calculations.
Once the page appears you will see a table like the one depicted below:

Attendance Tracker Stats: MATHEMATICS 10

2 a 2
Name & AWN & AL R

i

a - a . A~ % A a a
MR & Missed Periods. Total Periods 2] Percentage s 0% L 15% $ 20% &

Alessandrini, Alfie-John 253 0%

Bajwa, llie
Beets, Taylor

Buden, Aeris

26 26 253 10.3%

253 0%
1 1 253 04%

Cromey, Ceira 253 0%

Delahoz, Arissa 3 3 253 1.2%

Fromong. Blat

==

welpul
T

inka 253 0%

Click on the double arrow in any column header to sort the information by that column. Click it
again to reverse the sort order.

Here is a summary of the information provided in the table:
o Class name
o Students’ names
o A column for each absent attendance code being tracked:
= AWN - Absent with Notification
= A-Absent
= R-Absent due to the observance of a religious holiday or ceremony
= MR - Absent for Medical Reasons
o Missed Periods — the total number of periods the student has missed in this class
o Total Periods - the total number of periods for which the course has been scheduled in
the term
o Percentage Missed — percentage of time missed is calculated by dividing value in Missed
Periods column by value in Total Periods column
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o thresholds at 10%, 15%, 20% and CL — if
an entry is created for a student, and if
the category is set to Threshold 1,
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Threshold 2, or Threshold 3, then an asterisk will ap
for that student. Once a threshold is entered for a course, the same threshold cannot be
entered as an additional entry for the same course.
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10% 15% 20%

r under the appropriate column

All the above fields are automatically populated from the students’ schedule and the attendance module.

Attendance Tracker Stats: MATHEMATICS 10

Name e AWN AN IR MR Missed Periods. &
Alessandrini, Alfie-John
Bajwa, llie 26 26

Beets, Taylor

Buden, Aeris 1 1

Total Periods
253
253
253
253

& Percentage &

0% & 15% & 20% &
0%
10.3%
0%

0.4%

While viewing the Attendance Tracker summary status page, if you click on a number in the Missed Periods
column, a pop-up window will appear and display more information about the absences in that class.

The absences will appear in a list including details such as:

e date of the absences,
e attendance code,

e and cumulative percentage of time missed as absences
accumulate.

In the example shown to the right, this student reached 10% of
missed time in Explore Music 8 on November 6, 2018.

Gehler, Andrea

Course Attendance:

Dates for all

A AWN R MR Absences:
EXPLORE MUSIC 8, MUSIC8 6
for term: 18-19

2.H4(B) -
3 H4(B) -
4 H4(B) -
5 H4(B) -
6.H4(B) -

09711/2018 -
09/17/2018 -
10/29/2018 -
11/06/2018 -
11/13/2018 -

AWN -4.3%

R-

A-85%
A-
A-12.8%

6.4%

10.6%

|
|
|
|
1.H4(B) - 09/05/2018 - R - 2.1% ‘
|
|
|
|
|
|
|

1.3 VIEWING THE ATTENDANCE TRACKER PAGE FOR AN INDIVIDUAL STUDENT

To view Attendance Tracker entries for a student:

e From the Start Page, determine which class the student is enrolled in, and then click on the

student information icon to the right of the class name. \

TECHNOLOGY EDUCATION 9 5 . o 2
o —r [ b

PowerTeacher Pro

m

No
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e After clicking the student information icon, the Student Information page appears with the class
roster displayed in the navigation pane to the left of the page.
S ELI ”@ PowerSchool SIS
EDUCATION 9
1-2(A)
Current CIaSS Today's Attendance summary  Student Information
Baker, William
Calzada, Julian Use the navigation pane on the left to work with the students listed
Current ROSter g:::[gDD:gnlz = Click on the student's last name to go to your default student screen
Collins. Jonelle » Click on the student's first name to go to the last student screen viewed.
Contreras, Lillian i.e. - If you last looked at an Attendance page, clicking the student's first name will take you fo the Attendance page for that student.
Couch, Ethel = Click on a class name to change the current list of students to those in that class.
Change Class:
Change Class — > S "
13-16(A) ENGLISH
LANGUAGE ARTS 9
1-4(A) ENGLISH 10
o
12(A) ENGLISH_COMMUNIC
ATIONS 11
Attendance Summary
e From the navigation pane, select the student you want to work with
e Choose Attendance Tracker from the Select screens menu by clicking on the arrow | to access
the drop-down list.
Aitendance Tracker
Bell Schedule Attendance
Cumulative Grade Information
Cumulative Record Report Screen
Demographics
Graduation Plan Progress
Selectscreens [VI Log Entries
IMeeting Attendance
Net Access Summary
Other Info
Portal Lookup
Print A Report
Provincial Student Assessments
Quick Lookup
Recommendations
Schedule
Select screens
Student Photo
Teacher Comments
Term Grades
Transportation
Unacceptable Behaviour Incidents
e The Attendance Tracker page that appears is separated into two sections:
Top Section:
A summary table that displays:
1. number of missed classes for each class the student is enrolled in — absences are
represented by both frequency and as a percentage
2. thresholds at 10%, 15%, 20% and CL — with asterisk indicators if tracker category entries
have been set to Threshold 1, Threshold 2, Threshold 3, or CL
6
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Attendance Tracker + @

Bajwa, llie 10 1005178 RSt

Collapse All Expand All

~ Total A, AWN, R, MR, Missed Periods, Total Periods and Percentage Missed by Section

Course Name Course.Section Teacher Term A AWN R MK Missed Periods Total Periods Percentage Missed 10% 15% 20% CL
MATHEMATICS 10 MT10.2 Christen, Giorgio Andy 2018-2019 26 o o 0 26 253 10.3%
PHYSICAL EDUCATION 11 PHE112 Craveiro, Ronnie Semester 1 o ] ] 0 0 126 0%
PRODUCTION TECHNOLOGY 11 PDT11.1 Richerds, Toni Semester 1 o ] ] 0 0 127 0%
SCIENCE 10 scHo.7 Ewbank, Anamika Semester 1 o o o 0 0 141 0%
VISUAL ARTS 10 VISART10.2 Ahimud, Aksel Austin Semester 2 o ] ] 0 0 149 0%
ENGLISH 10 ENG10.4 Mothershead, Al L. Semester 2 o o o 0 0 127 0%
MIKMAW STUDIES 11 MKS11.2 Meints, Reina Semester 2 o o o 0 0 127 0%

If you click on a number in the Missed Periods column,’a pop-up window (similar to the pop-up image
depicted on page 5) will appear and display more information about the absences in that class.

The Collapse All button will collapse the summary table, and the Expand All button will display all data.

Bottom Section:

List view of previously created Attendance Tracker entries with an option to create new entries.

Attendance Tracker/Notes Entries
Edit Date Category Author Course.Section Actions/interventions Details
7] 10/16/2018 Threshold 1 Aaron Teem MUSIC8.6 Meeting with Student Met with student after class
“Aaron Teem 10/16/2018 Spoke with mom on phone ‘Aaron Teem:10/16/2018

1.4 CREATING ATTENDANCE TRACKER ENTRIES

On the Attendance Tracker page, click the New Entry button. This takes you to the Attendance Tracker Entry
page where the following information may be entered.

o Date - the date the entry is made, this date  Teacher Attendance Tracker New Entry ¥ @
can be changed by clicking on the calendar

Bajwa, llie 10 1005178 RSHS HMRM NS Program: JOO5 NS Funding Type: R
icon Entry
e Category - select the category for the Date: |
tracker entry: Category: L~
o Attendance Note — all attendance ¢ [1eri02- Grvisen, g pnty
Author: Giorgio Andy Christen
notes for the student will be entered in Actionsiinterventions: | Mesiing wilh Stadent -
hoic GBI or & =) Phone Call to Parent/Guardian
the Attendance tracker, foselect e aptors | EENG WP PAISUOUI - rcnce ot
Other: (please add notes)

o Thresholds 1 to 3 - selecting a
threshold will place an asterisk in the
threshold column of the summary
table

Tracker Supports: Summary of Strategy/Timeline etc...
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e Courses - the class you are currently working with will be auto-populated

e Author - this field is auto-populated based on the user’s login information

e Actions/Interventions - select one or more actions or interventions

o Tracker Supports - enter details about the actions or interventions, such as a summary of
support strategies, timelines, and any other relevant notes.

o Click Submit to save your Tracker Entry.

NOTE: Attendance Tracker entries will be seen by all teachers of the student, Attendance Support
Workers and administrative staff.

1.5 EDITING AN ATTENDANCE TRACKER ENTRY

Teachers can only edit their own Attendance Tracker entries or that of another teacher by logging into
PowerSchool Administrator.

To edit a tracker entry:

e lLoginto PowerSchool Administrator

e Search for and select the student

e Under the section Administration, click on Attendance Tracker

e Click on the pencil icon next to the Tracker Entry you wish to edit

Attendance Tracker/Notes Entries

Edit Date Ccategory Author

2 10M16/2018 Threshold 1 Aaron Teem

e On the Entry Edit page:
o You can select additional Actions/Interventions (if you wish to remove items before
saving changes, click the Clear button and then reselect)
o You can add additional notes related to the new interventions (all entry updates are
date stamped and include the author’s name).
e Submit your changes. (you may have to scroll to the right to see the Submit button).
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