
DOCUMENTATION – ATTENDANCE TRACKING & CLASS REPORTS

Our community based classes and Voz Alta approach is good. But it's the documentation which 
makes it powerful. Almost everything comes down to a single number: How many people came to 
the class today? This seems so easy, right? You just take attendance. It's easy if you're doing one 
event (although, even then, with more than 25 people it can become difficult). But in our classes, 
there are several reasons why knowing how many people have come to our classes is really 
complicated. Let's take a second to review them, and then, after that, why the double attendance 
protocol we use works pretty well along with a step by step description of the protocol. Finally, 
we'll mention what the ongoing challenges and shortcomings are.

 People Don't Write Their Names Legibly – One of the most obvious errors that program 
designers and facilitators make regarding attendance tracking is the simple fact that 
language learners in community spaces are frequently not literate with Roman letters. This 
can be because they can't write at all, or because their written script is very different from 
Roman letters. While this seems obvious, Profes and other classroom personnel frequently 
ask learners to write their own names (with Roman letters) when they can't – which can 
result in low quality data.

 People Change Their Names – Related
to the item above, learners often
Romanize or simplify their names, and
they may change their minds or realize
that it's spelled differently. Also,
newcomers may often put in their
entire full name, but after a while, start
shortening their name, or changing
their name to protect their identity,
resulting in falsely increasing the total
number of individual classroom
participants. That means we are
overestimating how many people we serve, and we really want to avoid that. 

 Every Site Is Different – The ways we store our documentation materials differ based on 
how many people are coming through a site, as well as what storage and photocopy 
resources are available at a given location. We need a documentation model that is very 
flexible.

 We Meet A Lot of People – We meet about 1000 individual a year. About 35% of them only 
come one time, so that's a lot of names to keep track of.

 We Hold A Lot of Classes – We held 734 classes in 20136. That's a lot of attendance sheets 
and class report to keep track of.

 We Have A Lot of Facilitators – We typically have 25 different people acting in the MC role 
throughout the year. No matter how much you try to standardize, everyone does things a 
little differently. Our attendance model needs to ensure that there are not too many 
moving parts and that it's relatively straightforward so folks don't get confused, and it 
needs to happen fast so we can keep track of our attendance with out a lot of 
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micromanaging. We want the Facilitators to do the work, but we have to stay on top of it to
make sure our information is accurate.

 This Is A Training Program – People are learning how to keep attendance. Not everyone is 
good at keeping track of stuff or posting it on the internet. People get confused.  People 
make mistakes, especially at the beginning. Things get lost. You won't find very many 
businesses or programs that leave their most critical variable to novices. We need a model 
that nearly eliminates data loss due to user error.

 Community ESL Is Chaotic – Learners come and go in the middle of the class. Cards get 
misplaced. The DJ forgot to write down the last names. There are too many cards. The 
container is all out of order. Someone took their card home. 

So, while profes and other folks often notice the many areas of disorganization in our program, 
the plain fact is: at this stage, with very little money and a geographically dispersed program 
serving hundreds of people – the fact that we have a pretty good system for counting everyone 
and protecting their identities is considered a minor administrative miracle. And it's going to get 
better with the following protocol! 

For us, a protocol is a “standardized way of doing something.” It doesn't mean that it's necessarily
the most perfect way – but we need to be coordinated. Protocols can change when other systems 
change, when particular situations make them difficult or impossible, or a better way is found. 
You're not a bad person if you don't follow the protocol – but it will make things difficult for other 
folks. So we will remind you and reinforce a lot. P-P-T has way more guidelines and best practices 
than protocols – those others can change more or less because the person responsible wants to 
change it. But protocols will be enforced frequently at a low intensity level. Think of it like putting 
away kitchen utensils in a labeled drawer in a big kitchen. The drawer you label with “tongs” might
not be the best drawer, and maybe will need to change in the future, but if you just change it on 
your own, you'll make it difficult for everyone else.

Attendance Tracking Protocol

 1 Loyalty Cards (LC)
 1.1 It is the responsibility of the DJ to ensure there are “official” LC onsite for every class – talk to the site 

coordinator, ask the prior week's MC, check the materials status, come by Office Hours to pick up more, 
or have us get them to you somehow. 

 1.2 DJ will pull out LC during Yell & Spell
 1.3 DJ will write down the names of new learners on a new LC during or immediately after Yell & Spell – 

Learners do not fill out their own LC
 1.4 DJ will create a Learner Identifier on the back of the LC
 1.5 DJ will staple a new LC when a card is full and transfer the name to the new card
 1.6 DJ holds onto LC until about 10 minutes before the class is over – they can be spread out, or kept in a 

stack, or they can hold on to them. 
 1.7 DJ passes out LC and ensures that new participants or anyone having trouble writing dates correctly is 

shown how to write dates with the North American protocol (month/date)
 1.8 DJ collects cards with others' help if they ask for it
 1.9 DJ transfers names to AR (see below)
 1.10 Any DJ may shred a defunct LC – defined as any LC that is 4 months old OR any LC that is more than a 

month old with only 1 or 2 dates
 1.11 LC are stored in a small plastic container that is perfectly sized for them. It's magical, really, but they need
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to be cut correctly
 1.11.1 The container should have brief instructions taped to the top as a reminder to all
 1.11.2 All of the attendees of the current days' class should be on top, facing up
 1.11.3 Those who don't come will gravitate towards the bottom of the stack
 1.11.4 Please cut each card perfectly on the lines, or it won't fit
 1.11.5 Blank LC are stored vertically towards the back side of the little box
 1.11.6 If you don't have any LC, it is your job to make sure the name gets on an official LC! We will 

help. Every MC/DJ should have an extra 8 cards on them for emergencies. Do not photocopy them.
 1.11.7 Make a plan to come to the Mercado during office hours, or connect with a Site Coordinator 

to get more
 1.11.8 Note the fact that you are out of LC in the Class Report
 1.11.9 Find out who is DJ'ing the next class and let them know you're out
 1.11.10 Write down the Learner Identifier on the AR, but do not write on a piece of paper or a card 

and put it in the small box. This makes the little box even messier.

 2 Attendance Record (AR)
 2.1 At the beginning of the class, the DJ fills out the top of the AR. Remember to include the MC's Guild Level
 2.2 Make sure you get the names of any Shadowers/assistants – the MC should get their phone numbers too 

and follow up with them if they are new
 2.3 After the Loyalty Cards are collected at the end of the class, DJ will hand write the names of the learners 

on the AR, pulling them from the LC. Please be very careful to copy correctly. If you see a mistake in the 
LearnerIdentifier, please contact the Data Coordinator.

 2.4 The DJ will do the Self-Reflection on the back of the AR (see Documentation: Self-Reflection)
 2.5 If you don't have any AR, it is your job to ensure that there are some at the next class. We will help. 
 2.6 Every MC & DJ should have an extra AR template with them to photocopy in a pinch
 2.7 If you have to write it on a piece of paper, put the date, MC/DJ/Assistant names, and get their full names 

so you can fill out the attendance online. Don't forget the Self-Reflection
 2.8 Find out who is DJ'ing the next class and let them know you're out
 2.9 Make a plan to come to the Mercado during office hours, or connect with Brooke or Patrik to get more
 2.10 Note the fact that you are out of AR in the Class Report
 2.11 The DJ must have a copy of every AR either digital or paper. This depends on site preference and 

personal preference
 2.12 If the site needs to retain a copy, then make a photocopy or take a photo. You need a copy of both 

sides (in the case where you are missing a template, you can write this all on another piece of paper)
 2.13 If the site doesn't need to retain a copy, you should take the paper with you and put it in your file

 3 Attendance Tracking & Class Reports (CR)
 3.1 Attendance & Class Reports must be uploaded the day of the class to avoid being reminded the next day 

and reducing the reflection score of the class – the reason for this is because our memory tends to 
degrade over time, and data gets messier

 3.2 Login http://www.pptpdx.com/login/  This can be reached through the Teacher's Lounge
 3.3 Click on the icon for Attendance 
 3.4 Fill out all the fields. Please be extra careful with the learner identifier. At the end, you can go back and fix

data, fill out another form, or go to the Class Reports http://www.pptpdx.com/pptforums/pptforum/past-
tense-classroom-log/

 3.5 Find the forum thread that pertains to your class – if you can't find it, or something doesn't look right, let 
the Data Coordinator

 3.6 Start with putting your CR on the Past Tense Forum – copy and paste the template at the top of the 
forum thread, and paste into a comment area, then fill it out

 3.7 If you post in the wrong thread, let the Data Coordinator know and repost your CR into the correct area
 3.8 After you upload it, double check, and then go to http://www.pptpdx.com/class-reports/ and enter in the 

attendance
 3.9 You should see a screen that confirms you've entered your data
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Known Issues

 Incentive Plan
◦ One goal with the LC is to not to keep stacks of them in the class, but to give them to the Learners when 

they fill out a card, which they can then turn in for an incentive
◦ The incentive program has two big challenges

▪ acquiring incentives and storing/organizing them 
▪ how to distribute incentives

◦ We envision that there will be a way for people to keep their filled cards in some notebook that will be 
part of their incentive, so they can see the work they've done, as well as papers and other things

 Site Variability
◦ Each site is different, which makes it difficult to have one policy that works for all sites – which we kind of 

need if we're going to get consistent quality data
◦ This variability is part of the reason why some things that seem like disorganization are just that we can't 

apply to all sites
◦ A Site Coordinator (the MCs, DJs and ongoing assistants at a location) can make a plan to organize the 

storage at a given site
◦ A Site Coordinator is encouraged to come up with their own storage organization system – but must 

include communicating with Coordinator of Apprentices
◦ Any organization system should include a documentation/communication/revision plan – this doesn't 

have to be complicated. It can include just a laminated document in the storage that describes how it 
works

◦ Ideally, we will clean and organize storage materials every quarter. We should clean out leftover 
worksheets regularly, but keep valuable real world materials (e.g., maps) or return them to The Mercado

 The Mercado as a Hub
◦ We have lots of amazing Real World Materials at the P-P-T Office. These materials are available for all 

Apprentices and Guild Members
◦ The best time to come is Friday or Saturday day, or Sunday evening during P-P-T Connect
◦ We know that the Mercado is not convenient for everyone, so we are not requiring that everyone always 

make the trip themselves. What we are moving towards is a system of support and distribution that relies
less on Coaches and Coordinators and more on the Apprentices to ensure that the materials they need 
are in the class. We will always help or suggest ways to make this easier for you, but your job is to 
communicate with Guild Members and other Apprentices

◦ This will have four super important effects:
▪ Increase capacity of P-P-T Guild Members by minimizing the amount of travel and distribution that 

they have to do
▪ Increase the sense of responsibility on the part of the MCs and DJs to ensure they have the materials 

on-site to do their lesson – and increase their resourcefulness in getting things done (some teachers 
might realize.. I can get my own maps from downtown, for example) 

▪ Increase the connection and interdependence of Apprentices, Site Teams and the Guild Members to 
work together to Bring the Pie.

▪ Create a draw towards the Mercado for everyone, so that it's more of a hub for our collective work. 
Right now, folks are able to avoid going there at all – but we envision that periodically, like once a 
month, most everyone will stop by to pick up materials

◦ We are thinking that incentives for learners will be there too, which might be a bit of a challenge for some
learners, and not a hard line policy, but basically: Congratulations, you've earned a free thing for your 
dedication – come out to the Mercado to claim your prize!
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