INSTRUCTOR’S CHECKLIST

The Attendance Sheet is an OFFICIAL DOCUMENT which provides an accurate record of class attendance and is subject to state audit. 

Initial Class Session:
Take attendance with roster provided by the Department of CPE and verify information (phone numbers  and email addresses.)
If an attending student is NOT listed:

· The student must provide a registration receipt in order to be added to the roster.
· If student does not have a receipt, they must be billed – please obtain:
· Name

· Address

· Contact Numbers – (Home, Work, Cell, Email)

· Contact the CPE Office with this billing information ASAP.

· Do NOT accept registration payments in class.

Upon Completion of Class:
· Sign the Attendance Sheet 
· Include Evaluation Forms and Time Sheet  in the folder
· For Kids on Campus programs, return sign-out sheets and Health & Waiver report.
· Return folder to the CPE Office within one week of the completion of class.
Important Contact Numbers:

Continuing Education:  732.255.0409

Security:

         732.255.0400 ext. 2170 or 2970

Media:
         
         732-255-0399  (Day) 
         after 4pm 732-255-0400 ext. 2290 
         (if no answer, call Security, ext. 2170)
Physical Plant:
         ext. 2169 or 2170
College Closings:
         www.ocean.edu



         732.255.0400 (for emergency closings)




         WOBM 92.7




         WJRZ 100.1




         News 12 TV
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