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Weekly Attendance Sheet
Teacher: [Name]
Class or homeroom: [Course name, section, or grade]
Week of: [Monday date] to [Friday date]
Attendance Codes
Write one code in each day’s cell. P = Present. A = Absent, unexcused. E = Absent, excused. T = Tardy. V = Virtual or off-site instruction. Codes are letters, not colors, so the sheet works when photocopied and for readers who cannot see color.
Roster
Table 1. Weekly attendance roster: one row per student, one column per school day, and a weekly total
	No.
	Student name
	Student ID
	Mon [date]
	Tue [date]
	Wed [date]
	Thu [date]
	Fri [date]

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	

	21
	
	
	
	
	
	
	

	22
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	

	24
	
	
	
	
	
	
	

	25
	
	
	
	
	
	
	

	26
	
	
	
	
	
	
	

	27
	
	
	
	
	
	
	

	28
	
	
	
	
	
	
	



Daily Totals
Table 2. Daily totals of students present, absent, and tardy
	Measure
	Mon
	Tue
	Wed
	Thu
	Fri

	Students present
	
	
	
	
	

	Students absent (A + E)
	
	
	
	
	

	Students tardy
	
	
	
	
	



Teacher signature and date: [Sign and date after the week is complete]
Template note: Delete this note before printing. Official attendance must still be recorded in the student information system used for Michigan pupil accounting; this sheet is a classroom working record. For a digital tracker with automatic totals, use the Attendance Tracker spreadsheet in this bundle.
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