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How to Post Attendance if you are a Visiting 

(Substitute) Teacher - Elementary 

Visiting teachers will take attendance using paper class rosters. You must submit it to the office at the end 

of each day. You will pick up your roster each day from the office staff. It is the responsibility of the 

office staff to the print attendance rosters so they are available for visiting teachers as they check in. 

NOTE: Visiting teachers must document the attendance and sign their rosters before returning them to 

the office. 

The following steps instruct you on how to take attendance using the paper Attendance Roster: 

1. Pick up your roster from the office staff. You must pick up a new roster each day you are at the 

school site. If you are substituting for a combination class such as 1st grade and 2nd grade, you will 

have two rosters. 

2. Find the appropriate date column. It should match the date for which you are taking attendance. 

3. For students that are Present, leave the fields blank. Write either an A (Absent) or a T (Tardy) for 

students when appropriate. You must take attendance once at the start of each day.  

 

 

 

 

 

 

 

 

 

 

 

4. Make sure all rosters are signed, dated, and returned to the office as soon as possible. 


