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WELL KEPT REGISTER INDICATES A WELL KEPT SCHOOL.”

ie facilities of record offered by this register adapt it to the wants

equally of those who aim to record final results only, and of those

sire to keep a comprehensive and minute record. It is flexible, and may be adjusted to any system of keeping school 1ecords.
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Make all entries with pen and ink.

Give each pupil a number when he enters school. Use this
er in all the Records wherever his or her name appears, and do
§¢ the same number for any other pupil during the school year.
Do not enter the names of the pupils in tnis book (unless they
lleady been classified) until the first examination has been
1@ “. hen write them in groups with reference to grade Write the

of those belonging to the first grade, then write the names of
108é belonging to the next higher grade, and soon, until the names
‘“ he pupils in the respective grades have been registered; after
, write the names of the ungraded pupils (pupils pursuing
5 in more than one grade). It will be found convenient to leave
ce of two or three lines between each grade.

hen the grades are divided into classes, the classes may be
ited in the following manner: If the grades andclasses are indi-
bed by numbers, then for grade 5, class 1, write 51; grade 5, class
,5@ c. If the grades are indicated by letters and the classes by
mbers, then for grade A, cluss 1, write Al; grade A, class 2, A2,
both are indicated by letters, then for grammar department,
A, write G%; grammar department, grade B, G®, etc. Write
Fungraded. ¢

When a pupil enters after the beginning of the term, write
fle space for his day of entrance; W for his withdrawal * and
re-entrance. These letters, E, W and R, are to be written in
i upper part of the attendance section, for forenoon’s entrance,
rawal and re-entrance; in the lower part for entrance, with-
I and re-entrance in the afternoon. Illustration—William
[ofSinger entered on Monday morning of the second week, was
bsent three consecutive days of the next week, and re entered on

ay afternoon of the week following. Esse C. Bissell withdrew
hursday afternoon of the second week, and re-entered Monday
1oring of the third week.

8. Record absence only. In the forenoon, by a slanted stroke

)t rlght thus . ; in the afternoon, by aslanted stroke to the left,
s'. . Absence in both forenoon and afternoon, by a cross X,
‘UStration—Dora M. Jennings was absent Monday forenoon and
i8day afternoon of the second week of school, and all day Tues-
Ay of the third week.
3 Write the number of minutes tardy in the lower part of the
gion for the day on which it occurred. Illustration—Oscar B. May-
‘Was tardy 10 minutes on Monday of the second week of school,
minutes on Thursday of the third week.

Enter demerit marks for irregular deportment, in the upper
the attendance section. When a pupil’s deportment is per-
e deave the space blank; for imperfect deportment, give demerit
atks from 1 to 5, inclusive.
¢ Each pupil’s “Per Cent of Attendance” for the month is
mnd by dividing the number of half-days present by the number
! half-days he was a member of school during the month. Thus—
Tilli8m Motsinger was present 7 half-days, and absent 4 half-days,
g him a member of school 11 half days, 7 = 11 = 63.7, or 64,
'_‘ per cent of attendance for the month.

To get the “Punctuality,” consider the pupil’s chances to be
during the month equal to the number of half-dayshe actually

184

attended, then proceed as follows: l rom the number of natr days
attendance take the number of times tardy, and divide the remainder
by the number of half-days' attendance. Thus—Oscar B. Mayfield
was present 40 half-days and tardy 2 times. 40--2 - 88,
38 —— 40 = 95, his punctuality.

10. To find the ‘* Deportment,” subtract the sum of the demerit
marks from 100.

11. The ‘“General Average” is an average of the four items,
viz: ‘‘Per Cent of Attendance,” ‘*Punctuality,” ¢ Deportment,”
and “ Average Scholarship.” The purpose of this average is to give
every pupil a chance to rank high. If a pupil cannot attain a high
scholarship, he can rank high in his grade by making his attendance,
punctuality and deportment perfect.

12. ““Rank in Grade” is based on the General Average. The
pupil having the highest general average is entitled to the **1st”
rankin his grade. The pupil having the next highest general aver-
age in his grade should be given the ‘24
the members of ¢ny grade.

rank, and so on, with all

13. Under ‘Days Absent,” report only the number of days the
pupil was absent while a member of school. Do not report the num-
ber of days before he entered school, nor after he withdrew from
school.

14. The *“ Average Daily Attendance” for the month is found
by dividing the whole number of days’ attendance by the number of
days taught. The “ Average Daily Attendance” for the * Term or
Year” may be found in the same manner, or by dividing the sum of.,
the averages for the several months by the number of months taught:

15. To find the “ Per Cent of Attendance ” for the term or year,
divide the whole number of daysof attendance by the whole number
of days of attendance plus the whole number of days of absence.

16. Under “ Remarks” for the month, give a brief explanation
of points not otherwise shown in the pupil’s record.

17, The * No. Enrolled During the Year ” need not be reported
until the report is made for the final term of the year.

18. Inthe form for *“Teacher’s Report to Successor,” the names
of pupils should be written in the same order as in the Register, with
particular reference to the number an® grade of each pupil. In each
section (orsquare space) at the right of the pupil’s name, under the
heading ““Page to Begin Next Term,” write the number of the page
at which the pupil may resume his work in that branch the subse-
quent term. Should a pupil be irregular in his studies (pursuing
studies in different grades) write the number of the grade to which
the study belongs in the upper part of the section for such study. In
case a pupil has not taken all the studies of his grade, indicate the
omission by making a cross X in the section under the branch omitted.

19. Under “ Remarks,” on the page for ¢ Daily Programme,”
make such suggestions concerning the respective gradesas will be of
benefit to the incoming teacher, observing the foregoing directions.

NoTeE 1. *A pupil should not be considered a member of school after he
has been absent three consecutive days.

NoTe 2. *When a fraction less than ¥ occurs in getting averages, drop
it; if it is equal to or greater than %, consider it 1.

205~ The report of the Enumeration in this book should be made by the Trustee each year before the school opens.
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