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When the school has been notified by Pupil Services that a student will be placed on Home Hospital 
status the student’s attendance will be changed to Q (home hospital) for the duration of the time 
reported by Pupil Services. 
 

1. In Student Demographics page, click on the Change button on the bottom of the screen.    
Change the Prog field to Q – Home Hospital.  Then, click on Update button at bottom of screen.   
 

 

 
 

2. From the Student Demographics page, click the Update Attendance button at the bottom of 
the screen.  Verify that the effective date, program code, and reason are correct.  Click the OK 
button.   
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3. On the Navigation tree, click on the Attendance link.  Next, click on the Flag and type Home 

Hospital in the Comment box.  Click OK to complete.   
 

 
 

4. Click on the Update ATT Data button.  Enter the Starting Date, Ending Date and Reason.  Click 
on Update button..   

 

 
 
 
 
 

 The Home Hospital teacher will be added to the site Teacher data (TCH) table by Pupil 
Services 

 Home Hospital teachers will be assigned a teacher number starting with 5xx.   

 The designation of (HH) will be placed after the teacher’s name 
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5. On the Navigation tree click on Student Data, then Scheduling then Classes link.  Print out a 
listing of the student’s classes to use for reference.  

 

 
 

6. Delete all of the student’s current classes making sure to set the Course Attendance Effective 

Date to the day before the student was assigned to Home Hospital status.  Click on edit icon, 

then, click on the delete  icon.  
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7. From the Navigation tree, click on Scheduling Process link, then on Master Schedule link. 
 

 
 

8. Click on the Add button at the bottom of the window. 
 

 
 

9. Add a new section for each of the regular classes the student is currently enrolled in.  The Home 
Hospital teacher will be the teacher of record for each of these classes.   
 

10. Set the Exclude field in the section to Y – Do not show on Attendance.  The Home Hospital 
teacher will submit grades only via AeriesABI portal.  
 

 
 
 

11. On the same section, set the Instr Strategy on the More Info tab to code 300 for Home Hospital.  
This coding is needed for Fall 2 CALPADS reporting. 
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12. Create new sections for each of the student’s regular teachers as period placeholder courses.  

Each of these new sections will be Exclude ADA from both the Z - Grade Reporting and 
Attendance.  Grading will be done by the Home Hospital teacher via AeriesABI portal. 
 
 

 
 
 

13. Add all of these new sections, Home Hospital Placeholder classes and the regular classes with 
the Home Hospital teacher to the student’s schedule as of the first day of Home Hospital status.   
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You can also verify all information is correct by checking /editing the student Course Attendance (CAR) 
data.   
 

 


