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Reference:
Title 5 Sections 55000 et seq; 5800 et seq.; 59112; 59118; and 59020 et seq.
Education Code section 84040
State Chancellor’s Office Student Attendance Accounting Manual

Pursuant to California Education Code section 84040, Title 5 section 58000 et seq., the
Department of Finance, the Auditor General, and the California Community College
Chancellor’s Office, documentation requirements are maintained to promote standardized,
accurate reporting of data used for calculating the state general fund apportionment and to
facilitate annual audits required of the District.

Attendance accounting requirements include the following:

1. Computation of units of full time equivalent student (FTES) based on the type of course,
the way the course is scheduled, and the length of the course

2. Selection of a single primary term length for credit courses.

3. Reporting of FTES during the “first period” (between July 1 and December 31), “second
period” (between July 1 and April 15), and an “annual” report (between July 1 and June
30).

4.  Compliance with census procedures prescribed by the California Community College

Chancellor’s Office for all courses, including work experience, independent study, and

credit courses being reported on an actual attendance basis.

Preparation of census day procedure tabulations.

6.  Preparation of actual student contact hours of attendance (commonly referred to as positive

attendance) procedure tabulations.

Preparation (as applicable) of actual apprentice hours of teaching procedure tabulations.

8.  Preparation of support documentation regarding all course enrollment, attendance, and
disenrollment information.

9.  Computation of FTES that includes only the attendance of students while they are engaged
in educational activities required of students and while they are under the immediate
supervision and control of an academic employee of the District authorized to render
service in the capacity and during the period in which he or she served.

10. Maintenance of the college and center in the District for at least 175 days during the fiscal
year.
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Student Enrollment, Attendance, Withdrawal, and Drop

To document and verify information submitted to the State Chancellor's Office, the Admissions
and Records Office shall process and maintain records of student registration, class enrollment,
attendance, withdrawals, drops, and grades. Documents and records that support apportionment
claims shall be maintained by the President/Chief Executive Officer, Vice President of Academic
Affairs, the Admissions and Records, Information Technology, and the Office of Institutional



Research. At the end of each semester instructors shall submit attendance rosters to the
Admissions and Records Office.

1.

Attendance Roster - Instructors shall maintain accurate attendance rosters and it is the
responsibility of the instructor to verify their roster online to ensure accuracy in enroliment.
After census day, only students who are enrolled in the course or have completed the
proper auditing procedure may attend. The Admissions and Records Office shall distribute,
collect, and input attendance rosters for courses coded as positive attendance.

Waiting List — If instructors choose to add students on the first day of class, instructors
must add students in the order in which they appear on the waiting list before they add any
students who do not appear on the waiting list. After the first day, instructors may add
students at their discretion.

Student Adds — If space is available, students who have completed the college application
may add a class by securing permission of the instructor and an add code. It is the
responsibility of the student to fulfill all requirements to add a course and to add the course
online by the add deadline in accordance with college procedures. Adds will not be
processed beyond the add deadline, except for documented extenuating and mitigating
circumstances.

Reinstatements - Instructors may reinstate students who were previously enrolled and
dropped, but continue to attend.

No Show Reports - Students who enroll in a class but do not attend the first scheduled class
meeting may be dropped from the roster and their places given to waiting list students. If
illness or emergency prevents a student from attending the first class session, the student
must contact the instructor. Instructors must submit the No Show Report online by the
deadline. The No Show Report may not be processed prior to the start of the class section
and it may be filed only once. If an instructor failed to drop a student who did not show in
the No Show Report, the instructor must drop the student on the Active Enrollment report.

Active Enrollment Report - The Active Enrollment Report is an audit document that is used
for determining federal and state funding. It must reflect the enrollment of the class as of
census. In preparation for submitting the report, Instructors must review their rosters to
verify that students who were given permission to add appear on the roster. Students who
failed to officially enroll are asked to leave the class. In the Active Enrollment Report,
Instructors drop students who are no longer participating in the course as of the last date of
attendance.

Withdrawal by Instructor - After the Active Enrollment Report deadline, Instructors may
use the active enrollment link online to drop a student anytime during the term up until the
deadline to drop with a W. Instructors may withdraw students whose absences exceed 10%
of the scheduled class meeting. A student may also be withdrawn as a result of disciplinary
action taken pursuant to law or to the student code of conduct.



Withdrawal by Student - The Admissions and Records Office and the Office of Information
Technology shall provide students with the ability to withdraw prior to the deadline to
withdraw with a W and the Admissions and Records Office shall have a process for
students to petition to withdraw after the deadline for documented extenuating
circumstances. It is the responsibility of the student to officially drop a class by the
deadline date. If a student fails to drop by the deadline, the student may be subject to a
substandard grade or a withdrawal “W” and incur all relevant fees.



