
Attendance Audit:  Daily Attendance Files Prep rev 5/2017 

Beginning with the 2017 school year, the Daily Attendance File should contain the following elements in 
the order listed for each school day. 

Campuses 001‐121 (JJAEP—See below) 

1) Official Daily Attendance report ( Office/Attendance/Reports/Day Summary)
a. Signed by the Attendance Clerk
b. Includes attendance codes, A, U, P and T

2) Unrecorded class attendance (Office/Attendance/Reports/Unrecorded Class Attendance)
a. Attach all class rosters or attendance worksheets used by subs or teachers with other

circumstance that explains the teacher’s lack of recording attendance electronically.
3) Recorded Class Attendance (Office/Attendance/Reports/Recorded Class Attendance)
4) Suspect or Questionable Attendance Report (Secondary only) (Office/Attendance/Reports) If

you used it.   If you used a different report to verify that students were marked absent during
the funding period if missed by the teacher but was marked absent in all other periods, please
include it.

5) All documentation that supports any attendance entered by the clerk including all changes must
be filed. 

i. Field trip list
ii. Request from teachers to make changes

iii. Office Visit Logs showing students were in the office
1. Must not be signed in by student.
2. Must show in time and out time of the student
3. Must be signed off by the person who saw the student in the office

iv. Documentation where the student was not at school during official attendance,
but is allowed to be counted present for funding by TEA.

1. Notes from a healthcare professional for students who attended part of
the day but were at an appointment during official attendance time.
Must be face to face.  No Skype or tele-doc consultations allowed.

2. Court appearance documentation
3. Documentation showing Participating in an activity that is approved by

the local school board and is under the direction of a professional staff
member, an adjunct staff member, or a paraprofessional staff member
of the school district.

4. Documentation showing local board approved participation in a short
term class provided by the Texas School for the Blind and Visually
Impaired for Texas School for the Deaf at a location other than the
student’s campus.

5. Documentation showing participation in a mentorship approved by
district personnel to serve as one or more of the advanced measures
needed to complete the Distinguished Achievement Program.



6. Documentation that the student was observing religious holy day.
7. Documentation that the student (grades 6-12only) was sounding “Taps”

at a military honors funeral held in Texas for a deceased veteran.
8. Documentation for students in the conservatorship of DFPS and is

participating in an activity court ordered under the Texas Family Code.
9. Documentation showing the student (16 and older and US citizen) is

serving as an early voting clerk.
10. Documentation for students appearing at a governmental office to

complete paperwork for application for US citizenship OR taking part in
their own OR their Parents US naturalization oath ceremony.

11. Documentation supporting a visit to an institution of higher education
for 11th and 12th graders.

12. Documentation of a visit to a parent in active duty military who has
been called to duty, is on leave from or is immediately returned from
continuous deployment of at least 4 months outside the locality where
the parent lives regularly.

v. Any other documentation that supports the clerk entering or changing
attendance for the funding period.

6) All other parent/doctor/documentation notes if you do not want to keep them on campus can
be included. 

7) Bell Schedule- Only if you were on a special bell schedule for the day.  (Early Release, testing,
etc) 

Attendance Log, one for each month printed and signed by the principal (Keep these together and 
include them in box brought at the end of the year.) 

We will return your Daily File Folders to you for use next year.    Make sure the documents are in the 
order listed with the Official Daily Attendance Report as the first document for the day and put each 
day in order in the file box.    Technology will remove the documents from the files and keep them in 
the technology department for the required 5 years.  

JJAEP: 

Please provide all of your weekly attendance notifications in order. 

Please print the Official Daily Attendance Reports for each day. (See above) 


