
Alaska Conference
Office of Education

Cover Adhere your school calendar to inside front cover 
Page 1 Title Page: Complete all information 
Page 2 List any full-time or part-time teachers, assistants, and volunteers who instruct students in this register 
Page 8 Alphabetize student by last name and include full legal name and date of birth filled in with either black or 

blue ink.  Do not use red ink or pencil.


Page 9 Total number of days school was in session 1st quarter 
Total number of days present in 1st quarter 
Total number of days absent in 1st quarter 

 	 If a student was present for only part of a quarter, be sure to list only the number of actual days attended.

Page 10 Same as page 8 — 2nd Quarter 
Page 11 Same as page 9 — 2nd Quarter 
Page 12 Same as page 8 — 3rd Quarter 
Page 13 Same as page 9 — 3rd Quarter 
Page 14 Same as page 8 — 4th Quarter 
Page 15 Same as page 9 — 4th Quarter 

 	The total days per quarter should be the same for the entire school.

Page 32 Student’s legal name, surname first 
List the student’s grades received each quarter for each subject (average grades not required) 
After the student’s name, note the column “Date of Late Entry or Early Withdrawal” if applicable 

 	List all students who have registered during the school year. If you have given them grades for the time they 
have attended, these grades need to be recorded for the quarter(S) they were there.

 	The column at the end of the grades is for grade designation for next year. Be sure to fill it in.

Page 33 Record any work taken by the student during the school year in lieu of that regularly assigned at grade level 
such as remedial, reinforcement or enrichment, other special needs or work and/or suggestions for work 
which needs to be done during the summer months.



Each parent of a student needing work must be notified of recommended work (see page 48 for the “Parent 
Notification” form).



Page 34 Same as page 32 
Page 35 Same as page 33 
Page 36-37 NOTE for 9th & 10th grade teachers:  List the names of all your students and the grades for each subject 
Page 40-45 List the names and addresses of the parents or guardians of each student 

This information can be computer generated and inserted here.


Page 47-48 Notification to Parents form, if applicable (see page 33 for instructions) 
Page 49-50 Teacher Opening Report (you may leave original in register and send a copy to the Education Office) 
Page 51-52 Teacher Closing Report (each teacher who fills out a register must complete a closting report.  Only students 

enrolled since the Opening Report should be listed).


List students baptized during the school year (date not necessary). 

 ONLY Principal/Head Teacher completeS the School Closing Report SR 105 found in your binder.

Register Checklist
Keep with  your register for reference


