Understanding Attendance Pages

The Attendance Pages are chock full of information! Attendance pages also provide a means for Squad Leaders to communicate
directly with the Membership Office. SLs have many responsibilities - including understanding these pages and assisting members of
their squads with attendance issues - and this sheet explains how SLs can maximize use of the attendance pages to share information
(both giving and receiving) with the Membership Office. A laminated copy of this information sheet is available in every attendance book
for reference.

This column shows if a member has This column tells you In this column, write the

signed up for one of the following when cashiers are number of make-ups the

jobs: scheduled to start. absent members are

CHLD = Childcare room Please also read the “How given for today’s absence;

OUTS = Cart and Curb management It Works: Co-Cashiering” depending upon your squad’s

SL = Squad Leaders flier available near the policy, members may be given
cashier stations. either one or two make-ups.

These two _ dd/mn/yy EXAMPI:E=
columns contain i For rodays
the work status Wo rk Date zt:sence ;
and number of . the sqz:;z
make-ups squad . assesse
membel?s ov‘\lred PAGE ONE Commlte elsquad Arty C/;o/m
as of the date this 1, while

page was printed. Member Working ‘ DelLion was
If the member is .ony | (Regular or Sub) Sauad Losde gssessedd 2.

Active and owes
these columns Status | Member Name
will be blank. ]
|| 23232 Adzuki, Ben
EXAMPLE: Red 76767 Bean, Pinto
Delicious owes 2 | | 78788 Chokes, Arty | |sees|  lppsenr |
make-ups, and is Lovendar Bronner
on Alert. Red Berry - Spear Mint
owes 3 shifts and is Blue Danlio
suspnded. ABSENT
Red Delicious
ABRSENT
Jone Doe

Assigned

Below this sub-
heading are
FTOP members

wihe [neve been **k*x FTOP WORKERS BELOW**X

pre-scheduled 3232 Cranberry, Cape Cope Cranberry
through the Fepper, Yellow Yellows Pepper

Membership
Office.

EXAMPLE: Yellow

Pepper scheduled The names of all
this FTOP shift in the scheduled
advance through members of this
the Membership squad will appear
Office and will be the in this column. If
9:30 am cashier. a member’s name
does not appear,
they were not
officially a member
of this squad on the ]
date this page was
printed. Members
who think their ]
names should have I
been pre-printed

Members working on a shift must write
their info in these columns. Remember:
members who come to work might not be
the people whose pre-printed info appears
on the left side and who receive credit for
the shift. Why not? Members may arrange
trades with one another. All working
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the person for whom they are working).
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Make-up workers should fill out all columns on this page as fully as they are able; a member doing their workshift in the
Membership Office must be able to read the handwriting in order to give members make-up credit. So if YOU can’t read
what make-up workers on your shift have written on the sign-in sheet, ask them to re-write their information legibly.
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l These columns are where make-up workers should
l write the info of the person who will receive credit for
this make-up shift.

All members who owe time for more than four weeks will be suspended, unless an extension is

recorded in the Squad Leader Notes Section Below. FROM OFFICE: You con't give an
extension to an absent member,

Squad Leader Notes to the Membership Office Sauad Lader s Only

Please be as Specific as possible when noting corrections, extensions, etc. Please refer tojthe date of the problem,
what the problem was; what change should happen now. Please sign your notes

1) Please give Arty Chokes #78788 ond Summer Peach #1323 extensions.

2D Blue Danlin #1357 was given 2 moke-ups on 7/12/12, but we should have given her only 1. Please veduce,

3) Lavendar Bronner has agreed to be o third Co-SL on this shift.

4> Dahlio White was marked absent on our last shift 7/12/12 but she was really present.

5) Severol members on the shift that follows ours are chronically late and our members often have to staylate

to moke sure shopping members ore served, We've tolked to theiv SL but there's been no change. Con you help?
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