Attendance
All staff needs to email the GE administrator for any special changes to attendance.

1) Child A isn’t on my attendance and they started today.
If attendance is started before the child was added to the classroom, the child will need to be manually added to the attendance sheet for that day. 

· Email the GE Administrator with the child name, date, classroom, attendance status, and meals for the missing day.


2) Child A is on my attendance and they transferred/withdrew from my classroom.
If attendance is started before the child was transferred from the classroom, the child will need to be manually removed from the attendance sheet for that day.

· Email the GE Administrator with the child name, date, and classroom to remove the child from.


3) Someone finalized attendance and I need to change something.
When attendance is finalized, it is rendered non-editable for staff.

· Email the GE administrator with child name, date, classroom, attendance status, meals/notes. 

