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The Purpose:
Previously some schools have modified the timetable to include a withdrawal class period by period to accommodate temporary withdrawals.  This notice provides an alternative method for recording lesson attendance where students are withdrawn from their normal lesson.

The following notes have been designed to take schools through this process.

Who is it for:
For the attention of Attendance, Lesson Monitor AND Timetable staff in schools that are currently using Lesson Monitor.

Benefits:
This will benefit all schools using Lesson Monitor that need to track the attendance for students that are withdrawn from normal lessons for any reason. It will reduce the production of conflicting marks, and hence lighten the burden entailed in resolving conflicting marks.

Support:
If after carrying out these instructions, you have any questions about any of the procedures please contact the EIS Service Desk:

Telephone	01622 672779	
Faxback Number	01622 673441
E-mail Address 	eis.support@kent.gov.uk








BACKGROUND

Previously Capita have offered a modification of the school timetable as a solution for students withdrawn from a lesson, whereby an extra class for withdrawals is created in the timetable period by period and students are added to the class within the class register as they arrive.  As it is now possible to create user defined Lesson Monitor codes, an alternative code could be assigned to students in their normal lesson register to indicate that they are in school but currently elsewhere, for example in an isolation room or medical room.  

PLEASE NOTE: Students that are removed from their classes on a long term basis eg excluded, should be timetabled as such and the appropriate changes made through Academic Management in SIMS.

The rules governing conflicting marks now state that if a student is recorded as present  (/ \) and absent (N) in two lesson registers during one period, or present in both of two lesson registers during one period, a missing mark (-) is generated in the Take Register screen for the original lesson.  This can be very confusing for teaching staff as they believe they have missed taking the register for that student and will often attempt to enter the mark again with no success as the mark reverts back to a missing mark (-) upon saving.

The use of an alternative lesson code for withdrawal rooms and so on reduces the creation of multiple marks.


SETTING UP NEW LESSON MONITOR CODES

Use Tools| Setups| Attendance Setups| Codes| Maintain Codes






Click on New and the following screen will appear.  Enter details of the desired code.  You can choose any remaining unused letter from the code list or a number (avoid using 1 as this is easily confused with I or /).  A limited number of symbol keys can also be used.
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The new code can only be used to indicate lesson attendance.  It is not a statutory attendance code and therefore if you are using copy marks forward from lessons to statutory sessions, the alternative code, such as Q, will be mapped back to a present mark.


USING THE NEW CODE

If a student moves from their normal lesson to, for instance, the isolation room, the class teacher could enter a Q, say, in the register and, depending on school policy, send a quick SIMS message or email to the teacher who will be receiving the student.  If the student is absent from the start of the lesson the class teacher may be unaware of the reason for absence so will be unable to enter an alternative code; this will need to be entered by the receiving member of staff at the end of the period so that the class teacher has had a chance to take the register first.  If the isolation room teacher enters the Q code for the student before the class teacher takes the register, on saving, all of the remaining students in the class will be given N codes.

Select the Take Register button
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Ask student for the name of the teacher whose class they have come from.  Check date is correct and click on binoculars to search for the lesson teacher and open their register:
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Type name then click search
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Select lesson period
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If the student has gone direct to the isolation room rather than attending their lesson first there should be an N mark in the original lesson register:

[image: ]

Remove the lock on marks by clicking on the Preserve button (to unlock the padlock) then enter a Q to replace the N and Save.
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Then close the register.



REPORTING

Various reports can be generated to look at those students that have been withdrawn from lessons, and the addition of comments can provide further information.  For example, a list of students with Q codes during a given time period can be produced through Reports| Lesson Monitor| Selected Student Reports| Periods with Chosen Code Report.
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