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Monthly Attendance

Forms: Instructions

For your convenience, the following are detailed notes on how to complete and fill out your
Monthly Attendance Forms- please review these notes thoroughly. Should you have any additional
questions regarding how to complete these forms, please do not hesitate to contact the CRC

CalWORKs Office at (916) 691-7465. Thank you.

Your county caseworker mails out Monthly Attendance forms to you each month, and they
are due at the county on the tenth of every month. Once you have received it in the mail,

please:

[J Come into the Student Support Center to pick up your Class Enrollment Report

(] Using your Class Enrollment Report, follow the directions below to fill out your hours for school
[] Once you have filled out the form, submit this to our office for verification

[ Pick up the form the next day from our office, and turn it in to your caseworker

How to Fill Out the Monthly Attendance Form: General Rules

Month|y At’tendancelFrogress Report

Wogker Name/Code

Please use thi&!orm to report your activity hours for the month of
. If you have questions or need help with this form call your Caseworke
information needs will be accepted.

Name
Supportive Services

When you complete the activity boxes below and retum to your worker by the due date, you may continue receiving your
supportive service payments in advance. Welfare-to-Work will pay for supportive services if you need them to participate
in assigned aclivities and the rules allow for them. Let your Caseworker know of any changes in your need for suppartive
services

1. Did you receive money from the county this month for transportation? O Yes O No
If “No”, do you need help.with your transportation costs? O Yes O No
2. Is'Sacramento County/Child Action already paying for your childcare? . [ Yes O No
If “No", do you need help paying for your childcare? OYes O No
3. Do you need other supportive services, such as a uniferm, work boots, O Yes - O No

or schoolbooks? Please tell us what you need.

Paid Work Activities
You must provide information, such as pay stubs, to show your activity hours, YWhen this information allows us to
determine the actual hours of participation, you will not need a signature in the Activity Box for the activity.

Unpaid Work Activities
You must provide information, such as this Monthly Attendance/Progress Report, to show your activity hours. This report
may be maintained by you and signed by your Activity Supervisor or the persan verifying your hours of parhcipatinn

Activit 5 endance
Comiy Bo i ou participated in that ac’!\/lly
Forg; ) ubSchooI Hours ON LY hours in the first Activity Box).

The Act\wly Froviders the
American River g

ecific site where you do your at

o xamples would be Safeway,
TA, or.the Department of Human Assistanue for-Job Club.

Agi#fity Boxes - Parﬁcibation Progress Reportin'gf

. Name of

Activity Activity Start End Teacher!

Type 1 Provider Date Date Supervisor
Day ofMth Total

20|21 Hours

1]2[3]4[5]6]7[8]9 |m|m12|13 14]15]16] 17|1j19 22|23 24]25]26] 27 [26]29] 3031 |

s | LTI HERERENN

..Caseworker’s-

1. Make sure that your name is on the form (if
) not already designated).

2. Make sure that your Caseworker's Name is
on the form, (if not already designated).

3. When filling out the form, be sure to enter
your school hours on the front side of the
form, in the box for Activity Type 1. (All
other work-related activity hours will go in
the Activity Boxes on the back of your form.)

4. Note that there is a line for where you will
enter the hours for the time that you are in
class, and a line for study hours.

4.
ine for Hours that you are In-Class

o TITTITTTIIT T T T ]

Signaleeggerson verlying hours/entolment

Parlicipant's telephone number Print name of person verifying hoursfenroliment
Telephone # of person verilying hours/e: fent ’

SC 246.96 (wzaog)\ /

~Line for Study Hours




Monthly Attendance Form

How to Fill Out the Monthly Attendance Form: General Rules

When filling out the information in the Activity Box, be sure to enter the following

o Activity Type 1: School

¢ Name of Teacher/Supervisor: Leave blank
e Activity Provider: CRC

o Participant’s Telephone Number: Enter your telephone

e Start Date: 1%t of the month (ex: 10/1)
e End Date: Last date of the month (ex: 10/31) ,

number
Leave other fields blank

Example:
Activity Boxes - Participation Progress Reporting |
Activit  Activ Start End b
Clvity . cuvity. - s a na. Teacher/
Type1 School ~ Provider CRC  Date 10/1 Date 10/31 Supervisor
' e g oo o Day of Month ' P - .. | Total
1128 [4|8[6.[78[9][10[11}12]{13]14]|15|16117(18|19]20]|21|22|23|24|25|26|27|28|29!30|31| Hours ||
Hours
Attended
Study
Hours ]
Your Phone Number Signature of CRC CalWORKSs Staff
Parlicipant’s telephone number Print name of person verifying hoursfenroliment
Signature of CRC CalWORKs Staff Phone Number for CRC CalWORKs Staff
Signature of person verifying hours/enroliment Telephone # of person verifying hours/enroliment

SC 246.96 (1/2009)

To fill out your Monthly Attendance Form for your school hours, you will need to come into the Student Support

Center to pick up your Class Enrollment Report for the month. An example of this report is below.

Class Enrollment Report, Example:

Report ID: = = oo Pazz 35 of 172
EC CAL 0355 V6 Los Rios Community College District | Print Date: 2162014
Print Time: 11:46:08AM

CalWORKSs Monthly Enrollment Verification Report

Terms: Fall 2014 Cosumnes River College = October 2014

NAME EMPLID  Collezs  Caty Worker Cd Tem LR County Case#  Releass Inb
Smith, Jane 1234567 CRC Fall 2014 IBS7RT6 Yes
CLASS Le |UNITS (Outine / (Hyjbrid / (TV)/ (LV) Live Vidso
SUBJECT €AT#  #  Lab ENRL  START/END DATE START/END TIME ~ MEETING DAYS DROF DT
CRC
Fall 2014
ssinzss BUS 300 13636 LEC  3.00 082372014 12192014 OS00PM  00:05 BM T

ENGLE 70 13576 LAB 0.50 08232014 12182014 OLODAM  0L:00 AM
ENGWE. 300 13560 LEC 3.00 08232014 12182014 OL30OPM  02:50 BM M W
MATH 71 10161 LAB 0.50 08232014 12182014 OLODAM  0L:00 AM

Mathematics MATH 100 13819 LEC 5.00 08232014 12182014 1030 AM 1140 AM MTWT

Month
1[2|13[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(29|30(31|| Total

Mo| Tu|We| Th|Fri|Sa|Su|Mo| Tu|We| Th|Fri|Sa|Su|Mo|Tu|We| Th|Fri|Sa|Su|Mo| Tu|We| Th |Fri| Sa | Su |Mo| Tu |We
2.5[1.2]2.5]4.3]0.0]0.0{0.0(2.5]1.2]2.5]4.3]0.0]0.0]0.0]2.5]1.2]2.5]4.3{0.0[0.0[0.0[2.5] 1.2]2.5|4.3]0.0]0.0]0.0[2.5]1.2[2.5] 48.2

[Toral




Monthly Attendance Form

How to Fill Out the Monthly Attendance Form: General Rules

1. Using the Class Enroliment Report (which you will pick up from our office each month), copy the
amount of hours that you were in class each day and enter this in the “Hours Attended” Line on
your Monthly Attendance Form.

2. Enter the total hours that you were in class for each day in the “Hours Attended” Line.

3. Enter the total hours that you are in class for the entire month in the Total Hours Box, on the right
hand side.

4. For each hour that you are in class, you also get an hour of study time (excluding the hours that you
are in Math and English labs). Therefore, if you were in class 1.5 hours, you would receive 1 hour of
study time, and if you were in class for 2 hours, you would receive 2 hours of study time. Enter the
study hours for each day in the “Study Hours” Line. **Note: Your “Study Hours” may never
exceed your “Hours Attended”.

5. Enter the total hours for your study hours for the entire month in the Total Hours Box, on the right

hand side.
Example:
.
Repart I - = — Baze 35 0172
FC CAL 0355 V6 Los Rios Community College District | e e 9162012
. Brint Time: 1148:0840
CalWORKs Monthly Enrollment Verification Report
Teems: Falt 2014 Cosumnes River College  October 2014
NAME EMFLID  Colless Caty Worber G4 Tem IR Cownty Csme#  RelesssInf
Smith, Jane 1234567 CRC Fall 2014 1B87RT6

CLASS L& UNITS (Omjtine / (Hyjbeid/ (TV) / (LV) Live Vidzo

SUBJECT c€aTs &  Lab ENRL  START/END DATE STARTEND TIME ~ MEETING DAYS DROP DT

CRC

Fall 2014
Eusiness EUS 300 12182014 0G00DPM 0005 DM T
Enzlish - Laborstory ENGLE 0 13576 L2 12182014 OL00AM  01:00 AM
English - Writing ENGWR 300 12182004 0LIOPM  02:50BM MW
Mathamstics MATH 72 20161 LAB 12182014 OL00AM  01:00 AM
Msthematics MATH 100 13818 LEC 12182014 1030 AM 1140 AM MTWT

Month
Total

1[2]34]5]6[7]8]91o]11]12]13]14]15]16]17][18]19]20]21]22[23]24]25][26]27[28]29]30][31]
Mol Tu [Wel Th ] SalSu Mol e i e e Saivie e eSS o We b Esil Sa Lo Wg
1.212,514.310.0/0.0]0.0(2.5]1.2{2.5]4.3]0.0/0.0]0.0{2.5]1.2|2.5/4.3]0.0/0.0]0.0[2.5|1.2|2.5{4.3]0.0]0.0(0.0]2.5[1.212.5

Activity Boxes - Participation Progress Reporting
S ' Name of
Activity D Activity Start End . - Teacher/

School Provider CRC Date 10/1  Date 10/31 Supervisor
TWTESS. .~ - " Day of Month ¥ i : Total
2134|567 |'8|9|10[11:12]13]14|15[16|17{18(19|20421|22123|24|25}26}27]|28{29|30|31| Hours |/

| N2 1 |©QN©™ 10 eyj 10| €3 N 0 ) 1IN 48,21
|| ANl =N 1 N[N N~ N N = N

Study ' 7 T !
Hours NFN*Q\ZMN‘—N* AN =N N|—|N| N‘_N41§i"\§\l~
Your Phone Numbér : Signature of CRC CalWORKs Staff
Participant’s telephane number Pfint name of person verifying hours/enroliment )
Signature of CRC CalWORKs Staff Phone Numbper of CRC CalWORKSs Staff
Signature of person verifying hours/enreliment Telephone # of person verifying hours/enroliment
SC 246.986 {1/2009)




Monthly Attendance Form

How to Fill Out the Monthly Attendance Form: Math and English Labs

If you are enrolled in math or English labs, you must obtain a printout from the computer lab that lists
your hours for the entire month for which you are reporting your hours, and attach this to your monthly
attendance form, along with the copy of your Class Enroliment Report.

1. When entering hours for Math and English labs, enter the total number of hours that you were in lab
for the month on a day that you did not have a class (like a Sunday), and be sure to make a note
that these are your lab hours.

o Enter the lab hours in the “Hours Attended” area, not the “Study Hours” area. **Note:
Because lab hours for Math and English labs are considered study time in
themselves, you do not get study hours as well for the hours that you are in lab.

o Round your hours to the nearest whole number or to .5 (Ex: Lab Hours= 21 hours and 52
minutes ~ 22 hours)

2. Enter the total hours that you were in class and Math/English labs for the entire month in the Total
Hours Box, on the right hand side.

o Your “Study Hours” may never exceed your “Hours Attended”.

Example:
Activity Boxes - Participation Progress Reporting -
. : ‘ ‘ Name of
Activity - " Activity - Start End Teacher/
Type 1 School Provider CRC - Date 10/1 Dae 10/31 supervisor .
: MTWT ES S~ . . . ..  Day Qfl\‘floﬁd \/\7 ; Lo Total
1. 41561 71'8]9]10141112}13]14[15]161720 21 22123(24|25(26{27]28129|30|31]| Hours ||
Hoursumm.«a R R tfewm.f'*m 10| 10 e /070 o)
Attended| || N[ <t ANl N[ NN N (N[N N =N T -4
Study
Hours |Niv~—|N|< N || < N~ | < N |||t N 41
Your Phone Number Signature of CRC CalWORKs Staff
Participant’s telephone number P_rint name of person verifying hours/enroliment )
Signature of CRC CalWORKs Staff Phone Number of CRC CalWORKSs Staff .
Signature of person verifying hours/enroliment Telephone # of person verifying hours/enroliment

SC 246.96 (1/2009)

How to Fill Out the Monthly Attendance Form: Online Courses

You should receive hourly credit for online courses. If you are enrolled in an online course, there will be an
extra sticker on your Class Enrollment Report with instructions on how to include these hours on your

Monthly Attendance Form.

Important Note!

& o
A4 v

Any time you drop off a form at the Human Assistance Office, obtain a receipt as proof that you submitted the form




