Daily Attendance Sheet
Record participation in one session. Use only the identifiers needed for your purpose and store completed sheets with controlled access.
Session or class: [Name]     Date: [Date]
Location: [Room or online]     Facilitator: [Name]
Scheduled time: [Start and end]
	No.
	Participant name / ID
	Status
	Time in
	Time out

	1
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	2
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	3
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	4
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	5
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	6
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	7
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	8
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	9
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	10
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	11
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]

	12
	[Name or ID]
	[P / A / L / E]
	[Time]
	[Time]



Status key: P = present, A = absent, L = late, E = excused. Define any local reporting rules before the session.
Present count: [Number]     Late count: [Number]
Recorded by: [Name]     Checked on: [Date]
Corrections or follow up: [Reference only; keep sensitive details separately]




