Student Academic Management
(Teachers)

Attendance, Evaluation & Reports
Guide

Teachers: Filling in attendance and evaluating
your students

ANGLO uses the name SAM for the documents that are used for Student Academic M
anagement

This guide explains how to use the ‘Student Academic Management’ (SAM) Google Sheet, a link to
which your Teaching Manager will send you. This document is used to record your students’
attendance, evaluation, and class profile in one single place.

? Overview of the SAM document

Your Teaching Manager will send you a link to a SAM Google Sheet for each course you will teach:
one document for group A and one document for group B for each student intake. You can easily
identify this information from the title of the document, for example:

O0Group A Turn 1 SAM

Or
00Group B Turn 2 SAM

?? DASH

When you open the document, you should see the ‘# DASH’ sheet. Click to view it.

Here you will see the names of the various classes, the level of course material the class will follow,
and the name of the teacher assigned to each class. You will also see a classroom assignment* and
a link to this document should you need to read it again.

*It is possible that classrooms have not been assigned when you first receive the link to the
document. Consult your Manager.



Exeter Turn 1 Group B

Group Course Level Teacher Classroom # Students Age Range
Austen Bl Josh B1.21 3 15-17
Bond A2 T Liz B1.22 3 12-13
Cowell B2 ~ Hardeep Bl.31 3 15-17

In the example above there are groups: each one has a level, a teacher, a classroom, number of
students and the age range of the students.

Class Sheet: Class Info

You can easily identify the name of the group assigned to you. Locate your sheet at the bottom of
the document. It will have the group’s name on it (in this example we are using Josh who is
teaching Austen group). Click to select it:

g Austen ~ fgBond ~ [ Cowell ~

@ ¢ DASH ~

You'll find the main information about the class in the top left:

Bl1.21 Austen Bl

Classroom 1T
Teacher >

Here you can see confirmation of the classroom (B1.21), group name (Austen), level (B1), group B
(the green colour), and the teacher (Josh).

Josh

Class Sheet: Student Info

Your students are located in rows 7 to 26 (depending on the number of students in your class*)
*The maximum number of students is 15 (there is space in the register for 20. This is in case
students are moved from one class to another. More on this below)

For each student in your class you have their full name, group/group leader name, nationality, ID,
age, level and departure date.

# First Name Last Name Group Nationality ID Age |Level| Dep
Giulia Santinali ITA1 Italian 5301 15 | B1 | 16/07

2 |Irfek Strongalid Red Arrow Ukrainian 4768| 16 | B1 | 16/07

3 |Yusuf Celik Turk Travel Turkish 5813| 17 B1 | 16/07

Since the Student Academic Management document covers 4 aspects of student management,
convenient links are also placed in a prominent location. Simply hover, and click the link to be

taken to the part of the sheet you are looking for.
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Attendance
Class Profile
Class Records

Evaluation

We'll delve into more detail on each of these 4 items in the next sections.

??7?7? Attendance

i Click on the ‘[T] Attendance’ to jump across to the [T]d Attendance section.

Alternative, scrolling to the right, the first section next to your students' names is the Attendance
section.

For each day of the course you need to complete the attendance for each of the 3 lessons.

Fill in the attendance for each learning session with a 'P' for present, a 'L' for late or an 'A' for
absent. Inform your TM 10 minutes into class if you have any absent students.

Fri 3 July Mon 6 July
# | First Name | Last Name ‘ Group | Nationality | [»] | Age | I.eﬂvel| Dep Lesson 1 | Lesson 2 |Lesson 3| Lesson 1 | Lesson 2 |Lesson 3
1 |Giulia Santinali ITAL Italian 5301 15 | 81 | 16/07 | IR | 9 | €59 | €59 €5 €8
2 |Irfek Strongalid Red Arrow Ukrainian 4768 16 | B1|16/07 | GEIRD | L~ €5 | € B B
3 |Yusuf Celik Turk Travel Turkish 5813 17 | 81 | 16/07 | GIRD | €B9 | CBD |

Inform your TM 10 minutes after the class begins if you have any absent students

Each day is marked with the date, and any other tasks to be completed on that day. In the example
below, today is Wednesday 15th April and the attendance for that day needs to be taken, as well
as completing the Class Profile.

Classroom T ' Class Records | {/, Complete Class Profile ¢r
Teacher = Josh » Evaluation Day 1
Wed 15 April
# First Name Last Name ‘ Group Nationality 1D ‘Age ‘Lwel‘ Dep | Lesson 1l |Lesson 2 |Lesson 3
1 [Giulia Santinali ITA1 Italian 5301 15 | 81 | 16/07 | N9 | €89 €BI
2 |Irfek Strongalid Red Arrow Ukrainian 4768 16 | B1 |16/07 | IR | L v | €hd
3 |Yusuf Celik Turk Travel Turkish 5813 17 | 81 | 16/07 | IR | €9 €I
?7?7?7?7?7?7? Class Profile

i Click on the ‘[T] Class Profile’ to jump across to the [IJTITIT] Class Profile section.
The Class Profile needs to be completed on Day 1, using the Needs Analysis and your own
observations. It needs to be reviewed on Day 3 (and changed if necessary).
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(. Class Profile Day 1: Complete Needs Analysis (NA) form as a class

Day 1: Use observations & information from NA to complete Class Profile below, using time in project lesson if necessary

Day 3: Review Class Profile and update where necessary

Wed 15 April
Preferred Learning Methods Areas of Difficulty Needs General Comments

? Class Records

i Click on the ‘[T] Class Records’ to jump across to the [T] Class Records section.
At the end of the 3rd lesson each day, fill in the Class Records (rows 29-32) with information about
what you have covered in class.

Followed lesson 1 material

closely and managed to

* Class Records Lesson 1 achieve everything as per
lesson plan
Cambridge excursion lesson -
Lesson 2 all points covered and

students have excursion
mission

Project groups and topics
Lesson 3 decided. Students know their
groupings and project ideas

Promised to play Kahoot in
Notes next class to practise today's
topics

Class Records are a great reminder for yourself and are really beneficial if another teacher
has to cover your class

? Evaluation

i Click on the ‘[T] Evaluation’ to jump across to the [I] Evaluation section.

On day 4 and day 8, complete the progress report for your class.

Enter the test result out of 10, then assign Excellent, Good or Needs Improvement for each of the
areas indicated. Finally, leave your comments.

| E Day 4 Evaluation | Key: [E36A G =Good IS ENTGI
|| Day 4 Evaluation & Progress Report
Wed 8 July
Test Result . . Partici- | Communi- Useof |Grammatic| . .
/10 Attitude | Behaviour son ion Works Well b al - Listening Teacher Comments

10 | | | | | G ¥ | | | G ¥ Hard-working dilligent student
1 1 T 1 1 1
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The image above shows the Day 4 Evaluation section but the Day 8 one is identical.

The cell space for leaving comments is really small. TIP: Select the comments cell with your
mouse, then type in the formula bar towards the top of the screen.

? Certificate Grades

On Day 5 the SAM will indicate to you that it's time to indicate students' certificate grades

| Evaluation & Progress (= = Certificate Grade dr
Day 4 Day 5
Wed 8 July Thu 9 July

Click the Certificate Grade link or scroll to the right side of the SAM.

Enter P (Pass), M (Merit), D (Distinction) for each student.

TIP: When a Certificate Grade cell is selected, press Return on your keyboard. You can then
use the arrow keys to select P, M or D. Press Return again to make the selection and
automatically move to the cell (student) below,

? Help! (FAQS)
Q: Do | need a Google account to use this system?
A: Nope! You just need a web browser and the link to a SAM document. However, it is perhaps

more convenient for you if you are logged into a Google account, as you can save the link in My
Drive for easier access.

Q: Why are some of the rows in my student list grey?

A: If the rows are grey like this:

It means there are no students in those rows, so you don’t need to fill anything in. Alternatively,
it means the student isn’t expected to be present i.e. they have departed or have been moved
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into a different group.

Q: Why is there a student with red text? Why are there red rows?

A: If the rows are red like this:

Then information about the student is not complete. Ask your TM to check your SAM sheet.

Q: Why do some of my students have different departure dates?

A: Some students may leave earlier than others (usually by only one day). Alternatively, the
student has been moved to another group. In that case, you will see the Teaching Manager has
changed the departure date to indicate the student is no longer in your group, and so you don't
need to mark attendance or do evaluation for that student.

Pay attention to students' departure dates as you may be asked to complete evaluation
or certificate grades by your TM earlier than indicated on the SAM
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