@ ILLINOIS WORKS

™ Pre-Apprenticeship Program

Illinois Works Attendance Roster Job Aid

Overview:

Regular attendance and participation are essential to student success. It is a requirement that all lllinois
Works Pre-Apprenticeship grantees track daily attendance of participants, using an approved
Attendance Roster.

Attendance Roster Header:

GRANTEE 123 Community Workforce TRAINING DATES 34172024 To 3/1/2024
INSTRUCTOR'S NAME | Jane Doe TRAINING TIME 8:00am To 12:30pm
INSTRUCTOR’'S ORG Construction Trainers Incorporated COHORT # i COURSE DATES J/1/2024 = 5/1.2024
MODULE NAME ILW Orientation MODULE & na COURSE HOURS 4

Header Instructions: The following information must be pre-printed (not handwritten): GRANTEE name,
INSTRUCTOR NAME (first and last), INSTRUCTOR’s ORGANIZATION, and MODULE NAME, as approved in
the ILWPP Final Curriculum Form. The TRAINING DATES refer to the dates of the specific attendance
roster, not the overall Cohort or even the entire module. A maximum of 10 dates can be entered on a
single roster. The start and end date for the entire module must be entered in the COURSE DATES field.
The total number of hours as approved in the ILWPP FCF must be entered in the COURSE HOURS field.
The TRAINING TIME refers to the start and end time each day for the training module contained on this
roster, not the start and end time for the entire program.

Participant Sign-In Table:

Template 21: Illinois Works Attendance

{{l@ ILLINOIS WORKS

¥ Pre-Apprenticeship Program

Illinois Works Attendance Roster (Required)

Training Dates are the dates of training
covered by this roster, In this example,
the training dates are only half of the

total for this training module.

Course Dates are the
start and end dates

GRANTEE. [ 123 Community Workforce TRAINING DATES 57372024 - Ta 51672024 for this training
INSTRUCTOR'S NAME | Jane Doe i _ | TRAINING TIME | 10:00am T 11:00am i module.
INSTRUCTOR'S ORG. orporaied COHORT # i MODULEDATES  ° 53/2024 - 5/31/2024 c " th
MODULE NAME A MODULE # wa MODULEHOURS ™ | 20 1 ourse Hours are the
e & sepérite Roster for cack & module cpproved £ be delfvered fn your ¢ articipant’s legal nomes must be pre-printed, alphabetically by 1ot name, before insrwtion total hours of this
Module Name segins. Participants are required to sign the roster, acknowledging their attendance o the module The instructor is responsible for entering the daily Training hours for each participant course as approved
must be written 10 later than the end of each training day, recarded in increments of IS minutes, and documenting any shortfalls in actendance per the ILW guidance. on the Final
as approved on Tralning Dates | 53 | 56 | &7 | &8 | 59 | 510 | $/13 | &4 | 515 | 516 [T0WAL] | Curriculum Form.
the Final 2 Traiming Hours | 1hr | A hr | ihr | dhr | Lhe | I hr | Thr | Lhr | Thr | Lhr 10
Curriculum Form. # | Participant First Participant Signature Attendance |
| & Last Name Notes i
1UTlcApple | Tye Negle r | | | GleY
] ve Neple €71 13 misfore| TSmal L 1 b Vo M.ﬂlknnv Vel Thel 1he Gha
P Am B A, O\ 157 it Vel Lhe | 75y Lh] LL Lhd Thel JAd The hais
3 |k -
Participant im Carrot D, Canant | see ngtes l,_h{ = == Co [ he [hd }:ri the Sher \
4 | Marin Dus: W
nomes must be | [ MasaDees W) et Lhd the [The LI [ e Thel The[Zhe] [hd Zhe 42 be [Toaen partiamants
pre-printed 3 T:: h‘:ﬁ . 1 Gina 1'«%‘:3 ‘_.SCC ""}U l’g”‘jﬂ‘—r Yiood Yri Lhe| [he /f-,, Jhe, //;’. be 7 b attendance must be
alphabetically by ERTTe - Ky 7 Fbv—( - | ! - 8 I ! totaled in this final
last name. [ el NAaid G——‘—'f ‘ ‘ _ ) I _ column.
8 | Paul Honeydew 'L\ 1 [N )\A
|- - o | PavL. HOWEYDEW - vl .— rf
9 | Sharon lce Sj
'vn\mq
ll]l Vinny Jack '|'
L - - The instructor must
sign and date this
INSTrUCtOrS ENTEr e 1 INSTRUCTORNMES I FE the final d
additional notes Tine Lareet misied one i 10 e etuzr ,Lw“ e 41 heus St ;d«/ﬁ&r ‘J/J@’ﬁh\‘f , éma_t,&_m; . | Forum on thetina cay
late 2otk 4 N adtrdeny g Tafdrg of instruction for this
regarding 144 - - ~ | form. A Program
individual I certify that the students listed on this attendance ﬂ?ﬁ v /é 4716@ L/' M E— Manager or Admin
participants or roster attended training for the time mdtca(ed above. Instflictor’s Signa Date must sign and date
_genera\ C_Iass \ i - this form within one
information. On behalf of ;3 [gghm\j )ﬁ I con irm the accuracy of this attendance roster. e ~ Y g/é/-l‘",' week of course
Grantee Organiza Progfam Manager Administrator’s Signature Date N
completion and prior
to uploading to IWRS.

Table Instructions: The participant names must be pre-printed (not handwritten). If the number of
participants exceeds the number of lines available, a new roster must be created using the same standards
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as the first. The participants should be numbered accordingly with 1 through 10 appearing on the first
attendance roster, 11-20 on the second, etc.
Each training day, instructors must take note late arrivals, early departures, and any other occurrences
that impact attendance keeping in mind that attendance impacts the ILW completion requirement and
stipend payments. This includes the start and end of the class period but also short breaks, meal breaks,
etc. At the end of each training, instructors must record the minutes or hours of attendance for the
module. Attendance must be recorded in 15 minute increments.
For example, in a 1-hour class:
Participant A arrives 10 minutes late. The infraction must be noted, but it would not impact
their attendance for the day which would still be recorded as 1 hour.
Participant B leaves 10 minutes early. The infraction must be noted, but it would not impact
their attendance for the day which would still be recorded as 1 hour.
Participant C arrives 10 minutes late and leaves 10 minutes early. It must be noted that the
participant arrived late and left early. Participant C’'s attendance would be recorded as 45
minutes since they missed more than 15 minutes but less than 30 minutes. See attendance
notes in Sample Roster above.

Signatures:

I certify that the students listed on this attendance
roster attended training for the time indicated above. Instructor’s Signature Date

On behalf of . I confirm the accuracy of this attendance roster.
Grantee Organization Program Manager/Administrator’s Signature Date

Instructions: At the conclusion of the final day of attendance for the attendance roster, the instructor
must sign and date the roster. If more than one individual was involved with instruction, each instructor
must sign and date the roster The instructor signature is an acknowledgement confirming the accuracy
of the attendance as recorded.

Within five business days of the final day of attendance, the Program Administrator or Program Manager
must sign and date the roster on behalf of their organization affirming the validity of the attendance.
The roster must then be uploaded to IWRS at the Cohort level.

Action Pan:

If your 2024 attendance rosters do not meet the requirements outlined, an appeal must be submitted
to your ILW Grant Manager. All training attendance after 9/16/2024 must be recorded on the updated
ILWPP Attendance Roster, Template 21.

If you have any questions, please reach out to your assigned grant manager.

Dan Martinez Dan.J.Martinez@illinois.gov (312) 520-2369
Monica Pruitt LaMonica.Pruitt@illinois.gov (217) 685-6948
Norman Ruano Norman.Ruano@illinois.gov (312) 497-1008
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