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California Education Code, Title V

California Code of Regulations

The laws governing enrollment (registration), attendance accounting, assignments of grades, and state audit
procedures established for community college personnel are cited below.

For more information: https://www.cde.ca.gov/Is/fa/titleSregs.asp

Registration and Enrollment Procedures, Title 5 (58108)

“Procedures for registration and standards for enroliment in any course shall be only those which are consistent
with these and other sections of Title 5 and uniformly administered by appropriately authorized employees of
the district."

Open Enrollment in Courses, Board Policy (5127)

"Unless specifically exempted by statute, every course, course section, or class, the daily attendance of which is
to be reported for State aid, wherever offered and maintained by the District, shall be fully open to enrollment
and participation by any person who has been admitted to the college and who meets appropriate academic
prerequisites."

Instructor Attendance Accounting Standards, Title 5 (58030)

“The governing board of each district shall adopt procedures that will document all course enrollment,
attendance, and disenrollment information required by the provisions of this subchapter. Authorized
procedures shall include rules for retention of support documentation, which will enable an independent
determination regarding the accuracy of tabulations submitted by the district to the Chancellor’s Office as the
basis of its claim for State support.”

It is the official policy of the Chabot/Las Positas Community College District to comply with State attendance
accounting regulations as published in the Education Code, in Title 5, and in the Student Attendance Accounting
Manual (a Chancellor's Office publication).

Census Procedure - In general, the census week is the week nearest to one-fifth of the number of weeks in the
primary term and applies only to credit courses scheduled regularly (with respect to the number of hours the
course meets in each scheduled week) and scheduled conterminously with the district's primary term.

Positive Attendance Procedure - A record of actual hours of attendance will be submitted by instructors for
students attending courses so designated.


https://www.cde.ca.gov/ls/fa/title5regs.asp

Policies Governing Student Attendance

It is assumed that each student will consider attendance an absolute requirement. It is the student's
responsibility to attend every class at the scheduled length of time. Excessive absences, tardiness, and leaving
class early may be taken into consideration by instructors in assigning grades.

Reporting Absences should be cleared directly with instructors. Students should be advised to notify you in care
of the College.

Excessive Absences - A student absent for a total of four consecutive or six cumulative instructional hours
and/or two consecutive weeks of instruction may be dropped from that course by the instructor. This action
constitutes an official termination of class enrollment and will be recorded.

You may not initiate the withdrawal of a student from your class after the automatic "W" date (Friday of the
12th instructional week).

Reporting Positive Attendance

The Office of Instruction will indicate those classes for which positive attendance (actual count of sessions
attended by each student) must be reported for State financial support purposes, and you will receive
notification before you begin instructing such classes. You should keep your own attendance records. Once the
course is completed, please enter the hours attended for each student on your online grade roster. If you have
any questions regarding attendance and grading for a positive attendance course, please contact Admissions
and Records immediately.

Family Education Rights & Privacy (FERPA)

Whatis FERPA

The Family Educational Rights and Privacy Act of 1974, also known as the Buckley Amendment, protects the
privacy of student records. The Act provided for the right to inspect and review education records, the right to
seek to amend those records, and to limit disclosure of information from the records. The Act applies to all
institutions that are the recipients of federal funding.

For more information: https://studentprivacy.ed.gov/ferpa

Who is protected under FERPA

Students who are currently enrolled in higher education institutions or formerly enrolled, regardless of their age
or status with regard to parental dependency. Students who have applied but have not attended an institution
do not have rights under FERPA.


https://studentprivacy.ed.gov/ferpa

Student and Parent Rights Relating to Educational Records

Students have a right to know about the purposes, content, and location of their educational records. They
have a right to gain access to and challenge the content of their educational records. They have a right to
expect that information in their education records will be kept confidential, disclosed only with their permission
or under provisions of the law. Students have a right to permit or prevent disclosure of certain information in
their educational records. Parents have the right to expect confidentiality of certain information in student
records.

Educational Records

Student educational records are specifically defined as records, files, documents, and other materials that
contain information directly related to a student and maintained by the college or someone acting for the
college according to policy.

Educational Record Exemptions

Sole-possession records or private notes held by educational personnel within are not accessible or released to
other personnel.

Law enforcement or campus security records, which are solely for law enforcement purposes.

Records related to an individual’s employment by the institution (unless employment is contingent on student
status).

Records relating to treatment provided by a physician, psychiatrist, psychologist, or other recognized
professional or paraprofessional and disclosed only to individuals providing treatment.

Records of an institution which contain only information about an individual obtained after that person is no
longer a student at that institution (i.e., Alumni records).

Access Without the Student’s Written Consent
School officials who have “legitimate educational interest” as defined in the college’s annual FERPA notification.
Parents of a “dependent student” as defined by the Internal Revenue Code.

The issuer of a judicial order or subpoena which allows the institution to release records without the student’s
consent; however, a “reasonable effort” must be generally made to notify the student before complying with
the order.

Consent to Disclose Personally Identifiable Information (including transcripts)

With specific exceptions (as listed above), a signed and dated consent by the student must be provided by the
student before any disclosure is made.

The written consent must include the following:



e Specify the records that may be disclosed.
e State the purpose of the disclosure.
e |dentify the part of class of parties to whom the disclosure may be made by.

These general guidelines are not intended to be legal advice. This document provides only a summary of FERPA,
for further information regarding FERPA, you may contact:

Joel Gagnon, Interim Vice President of Student Services at 925-424-1405 or, Tamica Ward, Dean of Enrollment
Services at 925-424-1542.



Faculty Self Service

SSB9 Faculty Self-Service is a modern, user-friendly interface designed for faculty that offers a more robust user
experience. The interface allows faculty to view class lists, enter final grades, view add authorizations, see
detailed schedules, and much more. The system also offers a way for faculty to export class lists and manage
grading status with easy to see icons to denote if a roster has been submitted.

Faculty Dashboard
1. Go to MyPortal
2. Enter your W# and password
3. Select Open Faculty Dashboard and click on Rosters (Opening Day, Census, W)
4. You will see a card titled Faculty Self Service. This card will take you to your Faculty Dashboard where

you will be able to interact with your grading rosters, drop rosters, detailed schedules, and more.

For the most up to date instructions please see the website: https://clpccd.org/tech/faculty/index.php

Faculty Self Service &

Open Faculty Dashboard

Quick access to faculty dashboard

Click here for Faculty Resources



https://experience.elluciancloud.com/clpccd
https://clpccd.org/tech/faculty/index.php

What is on the Faculty Dashboard

The Faculty Dashboard is where faculty can enter grades, see their class rosters, view their detailed schedule,
week-at-a glance, browse the district class schedule, review resources available to them, watch a tutorial for
SSB9, and extract forms necessary for grade submissions (late add/drop, grade change, and incomplete).

Faculty Services

Heoo I
Faculty Self Service Actions needed for a faculty member to
e Class Uist <: complete their class(es) each term are
* Drop Roster located here, including browse classes.
* Grade Entry
* Detail Schedule
* Week at 3 Glance -Faculty Resources (instructions, FAQs) are
» Browse Classes provided on the Technology webpage for
- — — additional support on how to use the new
Faculty Resources and Forms $589 layout.
* Faculty Resources on the Wed Faculty forms and procedures (late add,
* Faculty Self Service Forms and Procedures h 2 lete) are located on
* Faculty Rosters Demo and Training (mp4) e
the page)
-A roster demo video showing how to use
the new SSB9 system.

Class Roster (Class List & Waitlist)

The Class List option under Faculty Self Service is a great way for you to access your course roster and
enrollment information.

For the most up to date Class List instructions: https://clpccd.org/tech/faculty/classlist.php

1. Go to MyPortal, navigate to the Faculty Dashboard and click on Class List.

W CHABOT
W7 LAS POSITAS

Faculty Services

Hello

Faculty Self Service
* Drop Roster
* Grade Entry
* Detail Schedule
* Week at a Glance

* Class List

2. For any of the course titles that you are teaching that term, double click on the row and your Class List

will populate.


https://clpccd.org/tech/faculty/classlist.php
https://experience.elluciancloud.com/clpccd

a. NOTE: Neither of the hyperlinks in the row will open the roster. Click anywhere in the row
outside of the hyperlinks and double-click. This will open your roster.
1. The Class List displays all students who are web registered.

Faculty Class List « CRN Listing « Class List

- Lourse intformauon CHrumeny Louny
Intro to Public Speaking - COMM C1000 003 Maximum Actual Remaining
CRN: 24 Enroliment
Duration: 01/2 € 2 Wait List
Status: Active Cross List
Class List Wait List Summary View Vv
Summary Class List v  Search (AltsY) Q
Registration x = = A ‘ - . A
Student Name ~ D g | Level ¢ CreditHours ¢ Midterm > Final C Class
Status
Sophomore (30 - 59 -
W90000103 **Web Registered** Undergraduate 3 No Access i
Sophomore (30 - 59
W9000011( **Web Registered** Undergraduate

units)

Underg

Freshman (0 - 29 units)

Sophomore (30 - 59

Undergraduate 3
units)

For waitlisted students, click on the Wait List tab.

Faculty Class List « CRN Listing « Class List

Class List = — Export ;: Print
Spring 2026 - 202505 CNT 7285 | 51525 v
¥ Course Information Enroliment Counts
Intro to Public Speaking - COMM C1000 003 Maximum Actual Remaining
CRN: 50324 Enrollment  3p 16 14
Duration: 01/20/2026 - 05/29/202¢ Wait List
Status: Active Cross List
Class List Summary View V
Summary Wait List B v Search (Alt+Y Q
2 R 2 Waitli Notification
Student Name ~ ID C | Registration Status | Level C CreditHours C s .St v ot C  dass v
Position Expires
reshman (0 -
ALAVEA W90000129 Wait List Undergraduate 0 0 02/01/2026 tf'f; =
ot o S WS0000132 Wait List Undergraduate 0 1 frehamm (0,2

How do | Export or Print a Class List

On the Class List page, there are two buttons. One is "Export" and the other is "Print".
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Faculty Class List - CRN Listing - Class List
Class List . Export

Spring 2026 - 202505 CNT 7285 | 51525 v

¥ Course Information Enroliment Counts
Intro to Public Speaking - COMM C1000 003 Maximum  Actua Remaining
CRN : Enroliment 1
Duration: 01 Wait List

Status: Act Cross List

Export allows you to export the information to an Excel spreadsheet in .xls or .xIsx. Once you select the option,
you choose the Export hyperlink, and a downloadable file will be available to you on your computer.

Print allows you to print what you see on your screen to include the enrollment counts and course information.

How do | email my students from My Portal

1. On the Class List, select the student(s) you wish to email by clicking the checkbox next to the left of their
name(s)

2. Once you have selected at least one student, use your cursor to click the email envelope icon

3. A new email will open through your Outlook email client with the student email address(es) populated in the
BCC line

Class List Wait List S
Summary Class List
K Registration A a . A " s .
Student Name ~ 1D > C  Level C  CreditHours Midterm o Final
Status
ANI GA( W90000103 **Web Registered** Undergraduate 3 No Access Enter
ANT JAC W90000110 **Web Registered** Undergraduate 3 No Access Enter

Do | have to email students separately for each list type (Class List and Wait List)?

Yes. To email students, you will need to select a checkbox for each student if you aren’t selecting the entire
class, or the top checkbox on the bar for all students. On the right side of the screen, you will see an envelope.
Click on the envelope to receive the list of students. When you receive the emails, they will be dropped into a
bcc: email list for easy emailing.

NOTE: If you are doing this on a personal laptop and have another email system open, the emails will default to
your email application client you primarily use for emailing. Make sure you define your college email application
as the default client so that emails are being sent from your Chabot or Las Positas email account.
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Do | have access to students' personal emails?

No. All students will need to be directed to use and check their Zonemail.

13



Detail Schedule

The Detail Schedule page in Banner Faculty Self-Service will display a faculty member’s
schedule for the selected term.

For the most up to date instructions: https://clpccd.org/tech/faculty/detailschedule.php

1ABOT
S POSITAS

% CI
W7 LA

Faculty Services

Hello

Faculty Self Service
* Drop Roster
* Grade Entry
|+ Detail Schedule |
* Week at a Glance
* (Class List

How do | view my detailed schedule?

Navigate to the Faculty Dashboard in MyPortal and click on Detail Schedule.

Select a Term and Course Reference Number (CRN) from the dropdown menus to view your Detailed
Schedule.

14


https://clpccd.org/tech/faculty/detailschedule.php
https://experience.elluciancloud.com/clpccd

Faculty Detail Schedule

Term CRN
Spring 2026 - 202505 v CCOMM C1000 003 intro to Public Speaking 50324 (16) v
Course : COMM C1000 0 > to Put eak
Associated Term CRN Status Available for registration
Spring 2026 324 Active 09/0372025 - 05/21/2026
College Department Part of Term Credits
Las Positas College Communication Studies - LPC 1 3
Campus Overrige Instructional Method Roster
Chabot College No Lecture L
Course Level

Undergraduate

How do | access the Course Deadlines information for students?

On the Schedule Detail, select the CRN hyperlink; the class details window will open.

<

Course : COMM C1

Associated Term CRN Status

Spnng 2026 A Active

College Department Part of Term

Las Positas College Communication Studies - LP( 1

Campus Override Instructional Method
Chabot College No Lecture

Course Level

Undergraduate

Available for registration

D903/2025 - 05/21/2026

Creaits

3

Roster

Selecting “Important Dates” will show related course deadline information.

Class Details for Business Law Business LPC 18 A02

Term: 202602 | CRN: 21026

Class Details

Section Start Date:10/19/2026
Course Information Last Day To Add Class: 10/26/2026

Last Day To Drop With A Refund:10/26/2026
Bookstore Links Last Day to Drop NGR:10/26/2026
Attributes Last Day to Withdraw:11/30/2026

Census One Date:10/27/2026
Restrictions Census Two Date:11/02/

Instructor/Meeting Times
Enroliment/Waitlist

Cross Listed Courses

Corequisites
Catalog
Important Dates ates
e —
Close

15



SSBS

LPC Equivalent Language

Last Day to Drop with a Refund

Last Day to Drop Without an Academic Record

Drop with No Grade of Record "NGR" Drop

Last Day to Drop Without a Penalty

Drop with a "W"

Census One

Census Date

Census Two

Disregard this date = Not in use

NOTE: If your course is eligible for Pass / No Pass, students have until the last day of instruction for the
semester to change their grade mode option. They can change their grade mode to pass No/Pass via My Portal.
Instructions for this can be found on https://clpccd.org/tech/student-registration.php

Additionally, students can view this via the Class Schedule on the main LPC website by clicking on the title of the

class.

Student « Registration « Select a Term « Browse Classes

Browse Classes

Search Results — 31 Classes

Term: Fall 2026 Campus: Las Positas College  Subject (e.g. Math, History): Business LPC

Title 2 Instructor Meeting Dates Times Location

in w BAILEY Il JERR s/M[TIW[T[F[s

A

in W BAILEY Il, JERR. SIMTWTEFS

- Type: Class Buil

- Type: Class Buil 16 of 20 wai

Enroliment/Wai

©@FuLL o
W 12020

1 of 46 seat

Y Open s

What is the difference between the hyperlinked information on the Course Title and the CRN?

®
—_— » )
Associated Term CRN
Spring 2026
College Department
Las Positas College Communication Studies
Campus Override

Chabot College No

Course Level

Undergraduate

Status Available for registration
Active 090372025 - 05/2172026
Part of Term Creaits

1 3

Instructional Metnod Roster

Lecture

Course Title gives you only the catalog information for the given course.

CRN gives you both catalog information and section information to include important dates.

16



https://clpccd.org/tech/student-registration.php
https://laspositascollege.edu/class-schedule/index.php

Week at a Glance

Select Faculty Week at a Glance to view a calendar of your assigned courses by term and see what you are
teaching.

For the most up to date instructions: https://clpccd.org/tech/faculty/ataglance.php

1ABOT
S POSITAS

 CH
V1A

Faculty Services

culty Self Service
* Drop Roster
* Grade Entry
* Detail Schedule

* Week at a Glance

* Class List

Faculty Week at a Glance

Today - 03/26/2026 < Week 03/23/2026 to 03/29/2026 > A y = n
Mon 3/23 Tue 3/24 Wed 3/25 Thu 3/26 Fri3127 sat 328 Sun 3/29

8am

COMM C1000 - 003 50324 COMM C1000 - 003 50324
9am | Class Class

Rosters, Add Codes & Waitlist Management

Instructors are required by law to maintain accurate records documenting student attendance. Instructors are
required to submit 3 Attendance Rosters with corresponding deadlines throughout the term. Rosters display
student names, and W-ID numbers of all students officially enrolled in the course.

17


https://clpccd.org/tech/faculty/ataglance.php

For the most up to date instructions: https://clpccd.org/tech/faculty/droproster.php

The following Attendance Rosters will be made available online via MyPortal and will be released during the
appropriate submission window throughout the term:

Opening Day Roster, Add Codes & Waitlist Management

e Roster OPENS 3 days before the start of the course.
o Course Add Authorization Codes are generated 2 days before the start of a class
= Accessed through the Opening Day Roster.
o Course Waitlist CLOSES with the Opening Day Roster.
= Please add students as spots become available in your course in the order; they appear
on the Waitlist.
e Roster CLOSES 7 days after the start of the course.

Census Roster

e Roster OPENS 3 days before the course census date.
e Roster CLOSES 7 days after the course census date.

“W” Roster

e Roster CLOSES 7 days after the W deadline date for students.

Opening Day Roster

The Opening Day Roster is used to CONFIRM course attendance and to DROP “no-show” students. To VIEW the
students enrolled or waitlisted in your course use the "Class List" to display your current class enrollment.

What will submitting the OPENING DAY ROSTER do?

e Automatically CREATES Add Authorization Numbers.
e Automatically CLOSES the course registration, regardless of whether seats are still available.
o This means that those students who want to be added into a course need to be issued an add

authorization and should be instructed to do so before the end of the add/drop period or they will not be
added.

IF, there is no need to close your class registration, generate add authorization numbers, or drop “No Shows”;
do not submit the Opening Day Roster.

Responsibilities for the Opening Day Roster?

e To review your student attendance and verify active enrollment.
e Drop No Show Students.

How do | submit the Opening Day Roster?
1. Goto MyPortal
18


https://clpccd.org/tech/faculty/droproster.php
https://experience.elluciancloud.com/clpccd
https://experience.elluciancloud.com/clpccd

2. Enter your W# and password

3. Select Open Faculty Dashboard and click on Rosters (Opening Day, Census, W)

Faculty Services

Hello ™ I

Faculty Self Service
» (lass List

I * Rosters (Opening Day, Census, W) I

* Grade Entry

= Detail Schedule

* Weekata Glance
* Browse Classes

Faculty Resources and Forms
* Faculty Resources on the Web

s Faculty Self Service Forms and Frocedures
s Faculty Rosters Demo and Training (mpd)

4. Double-click the "Roster Type" row to access the drop roster.

Faculty Drop Roster « Drop Roster Status
Drop Roster Status

All Terms v

+ Current Drop Roster Summary

5. To DROP a student, select the checkbox next to the student’s name.
6. Go to the Action column and choose the Drop option. For Opening Day Roster, you will select "Instructor

NGR Drop". Click Submit.

Sections Show/Hide Column ¥ | Search (Alt+Y) Q
Rul s R ded
5 ~ . A A ule . % ecorde
Subject T Title C| CRNT D Roster Type Census Type Status Available Last Submitted Gradés Rolled Term
CNT 7501 Ethical | Opening Day Roster 4 Not Available Expired 01/16/2026 - 01/20/2026 Not Submitted
Hot . rm:.kvwd 50297 2 Census Roster &= Census 1 Now 03/18/2026 - 04/05/2026 03/26/2026 Spring 2026 (202505)
g 3 W Roster Not Available Future 04/08/2026 - 04/19/2026 Not Submitted
COMM Intro to 1 Opening Day Roster Not Available Expired 01/17/2026 - 01/21/2026 Not Submitted Total 1 of 16
1000, 003 Public 50324 2 Census Roster Census 1 Now 03/18/2026 - 04/05/2026 03/26/2026 A1 Spring 2026 (202505)
! Speaking 3 W Roster Not Available Future 04/06/2026 - 04/06/2026 Not Submitted
CNT 7285, Cloud 1 Opening Day Roster Not Available Expired 01/16/2026 - 01/20/2026 Not Submitted
801 £ Infrastructure: 51525 2 Census Roster Census 1 Expired 01/28/2026 - 02/09/2026 Not Submitted Spring 2026 (202505)
CompTIA 3 W Roster Not Available Future 04/08/2026 - 04/19/2026 Not Submitted
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Faculty Drop Roster Drop Roster Status Drop Roster Maintenance

AN M, W90000107 **Web Registered** None v ssbSdemo@zonemail.dpccd edu a

W90000114 **Web Registered** None v ssb3demo@zonemal.dpced.edu

W90000117 **Web Registered** None v ssbdemo@zonemall.dpccd.edu

V90000115 None - ssbidemo@zonemall. dpeed. edu

WS0000102 **Web Registered** None v ssb9demo@zonemall. dpccd.edu

W90000122 **Web Registered** None v ssb9demo@zonemall dpccd.edu

B @ "‘: v»!EZ W90000113 “Web Registerad*® None v ssbademomzonemal, dpccd edu

(1R WS0000120 **Web Registered** Instructor DropNGR =~ v $s09demo@zonemaill.dpccd.edu

PRE WHY WS0000121 **Web Registered* Instructor DropNGR v ssbSdemodzonemall.dpccd.eou

f ~

v

7. On the next page, click "Confirm" to confirm Instructor Drop NGR.

Faculty Drop Roster « Drop Roster Status « Drop Roster Maintenance « Confirmation
Roster Last Submitted: 03/26/202¢ A
Students Selected to be Dropped how/Hid Ir - earch (AltsY Q
Student Name < D ¢ Pending Registration >
R WS0000120 nstructor Drop NGR
PRE WHY W90000121 nstructor Drop NGR
[
1 2 N _‘ Per Pape S w
2 vé

8. A green text box will show at the top right of the screen confirming the student drop.

& Students dropped successfully : 2

& W90000120 Drop successfully completed.

& W90000121 Drop successfully completed.
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Waitlisted Students

What happened to the Wait List when the class starts?

Once the Wait List closes, add authorizations become available for courses. This means that those students who
want to be added into a course need to be issued an add authorization and should be instructed to do so before
the end of the add/drop period or they will not be added.

Where can | see add authorization numbers for my course?

Add authorizations can be found under Faculty Self Service-> Detail Schedule. To see the Detailed Schedule,
select the Term and then the CRN for the course you wish to view.

Faculty Self Service
* (lass List
* Drop Roster
* (Grade Entry
+ Detail Schedule
. eek ata Glance
+* Browse Classes

You will see a section at the bottom of the next screen titled Registration Authorization Codes.

e [fan authorization code has been issued and used by the student, it will show the student W#, student
name, and date of first assigned date.
e [fit has not been assigned, it will be blank.

i st Airsnona e oot £

i

How do Students use Add Authorization Codes

1. Students log into the registration platform in MyPortal.

2. Students DROP themselves from the Waitlist.

3. Then ADD themselves to the class via the “Enter CRN’s” tab from the “Register for Classes” page on the
Registration Dashboard.
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Student - Begistration - SelectaTerm - Register for Claszes

Register for Classes
e G Fashit el Cncra
Enter Course Reference Humbers [CRNs) to Register
T Bureer MM

===
T 5chuschue Dol 3 Seamamary Jemnwatan |
Cluss Sehede bt Summer Ttk i THe Detain Hor CHN Schedie S semon E- 3
Sarny ondey  Tomday  Wedeasday  Thamdsy | Fridey Sahrdry
¥ S SowSemn  WSTEAM 31 MRG0 (enr g e Regiaternet™*

L | gt ) g 0] CELE | M 5] 18
@ munh"@

Hit Submit: This will then ask the student to use their add authorization code (picture below) that the

:iﬁ"‘i’s‘i

instructor has provided to them.

Title Subject Course CRN Section Hours Authorization Code Message Authorization Code

OAulhnnzancn Code is Required: Toregister for a section, enter your authorization code.

Authorization required: Closed

US Hisl. Post- HIST 8 11130 A04

Reconstruction

5. Then Hit Submit again.



Register for Classes

Croer F08

Enter Course Reference Numbers (CRNs) to Register
Torm S 208

. -
= o —
Cane S hedide for Surmemee 2028 T . "ous ~N P e - Actor &

Sarasey Moy Toeadey  Wedeesdey  Thursdey ¥ ey Satir ey

C— rotore A3 e Org m

Census Roster

The Census Roster is used to confirm the official enrollment of your course that will then be reported to the
State of California for funding purposes. It is critical that this roster is submitted, and that student attendance is
accurate.

For the most up to date instructions: https://clpccd.org/tech/faculty/droproster.php

Responsibilities for the Census Roster

Clear your roster of inactive enrollment, as defined by Title V, as one of the following...

e Student has been identified as a “no show”.
o If astudent never attended the course and their name is on the census roster.
e Student has been identified as “no longer participating”.
o Astudent shall be dropped if they are no longer participating in the course, with the exception of
extenuating circumstances.
o Consider if the student can successfully pass the course if they return to instruction, or if the
student followed the course attendance requirements

When submitting your Census Roster, if you find that an active student is missing your Class List, please submit
the Instructor Late Add request.

23


https://clpccd.org/tech/faculty/droproster.php

How do | Submit the Census Roster?

Go to MyPortal,

Select Open Faculty Dashboard and click on Rosters (Opening Day, Census, W)

Faculty Services

Hello ~ E——

Faculty Self Service
= (lass List
I * Rosters (Opening Day, Census, W) I
* Grade Entry
= Detail Schedule
* Weekata Glance
* Browse Classes

Faculty Resources and Forms
* Faculty Resources on the Web
s Faculty Self Service Forms and Frocedures
s Faculty Rosters Demo and Training (mpd)

Double-click the "Roster Type" row to access the drop roster.

Faculty Drop Roster « Drop Roster Status
Drop Roster Status

All Terms S

+ Current Drop Roster Summary

Sections Show/Hide Column ¥ | Search (Alt+Y) Q
3
5 ~ . A ~ Rule 9 b % Recorded i
Subject T Title S| CRNT D Roster Type Census Type Status Available Last Submitted Gradés Rolled Term ¢
CNT 7501 Ethical i Opening Day Roster _4 Not Available Expired 01/16/2026 - 01/20/2026 Not Submitted
HO1 ' —mr‘kvwd 50297 2 Census Roster 2N Census 1 Now 03/18/2026 - 04/05/2026 03/26/2026 Spring 2026 (202505)
SO 3 W Roster Not Available Future 04/08/2026 - 04/19/2026 Not Submitted
COMM Intro to 1 Opening Day Roster Not Available Expired 0171772026 - 01/21/2026 Not Submitted Total 1 of 16
€1000, 003 Public 50324 2 Census Roster Census 1 Now 03/18/2026 - 04/05/2026 03/26/2026 Aod Spring 2026 (202505)
! Speaking 3 W Roster Not Available Future 04/06/2026 - 04/06/2026 Not Submitted .
CNT 7285, Cloud 1 Opening Day Roster Not Available Expired 01/16/2026 - 01/20/2026 Not Submitted
BO1 L Infrastructure: 51525 2 Census Roster Census 1 Expired 01/28/2026 - 02/09/2026 Not Submitted Spring 2026 (202505)
CompTIA 3 W Roster Not Available Future 04/08/2026 - 04/19/2026 Not Submitted

To DROP a student, select the checkbox next to the student’s name.

Go to the Action column and choose the Drop option. For Census Roster you will select "Instructor NGR Drop".
Click Submit.

24


https://experience.elluciancloud.com/clpccd

[S] comrenna |

On the next page, click "Confirm" to confirm Instructor Drop NGR.

You will need to enter the student's "Last Attend Date." This helps with any federal funding a student may have

received and with any registration concerns that may come up after the grading period.

Students Selected to be Dropped

Student Name 0 Pending Registration

A green text box will show at the top right of the screen confirming the student drop.
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& Students dropped successfully : 2

& W90000120 Drop successfully completed.

& W90000121 Drop successfully completed.
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Withdrawal "W" Roster

The Withdrawal Roster is your last opportunity to drop students who have not been actively participating or

attending class.

e Students who are dropped via the “W” roster will be issued a W grade.

e Students who are not dropped will need to be assigned a grade by the instructor.

How do | submit the "W" roster?

1. Goto MyPortal
2. Select Open Faculty Dashboard

3. Click on Rosters (Opening Day, Census, W)

W CHABOT

N LASPOSITAS

Faculty Services

Hello
Faculty Self Service
* Class List
* Rosters (Opening Day, Census, W) |
* Grade Entry
* Detail Schedule
* Week ata Glance
* Browse Classes

Faculty Resources and Forms
* Faculty Resources on the Web
* Faculty Self Service Forms and Procedures
* Faculty Rosters Demo and Training (mp4)

Double-click the "Roster Type" row to access the drop roster.

Faculty Drop Roster - Drop Roster Status
Drop Roster Status

All Terms hd

% Current Drop Roster Summary

Sections v  Sear Q
A A A Rule . Recorded A
Subject T Title S CRN T D Roster Type Census Type Status  Available Last Submitted Grades Rolled Term v
CNT 7501 1 Opening Day Roster _g Not Avadable Expired 0171672026 - 01/20/2026 Not Submitted
HO1 o 2 Census Roster Census 1 Now 03/18/2026 - 04/05/2026 03/26/2026 Spring 2026 (202505)
3 W Roster Not Available Future 04/08/2026 - 04/19/2026 Not Submitted
COMM 1 Opening Day Roster Not Avadable Expired 011772026 - 0172172026 Not Submitted Total 1 of 16
c1‘-30l 003 4 2 Census Roster Census 1 Now 03/18/2026 - 04/05/2026 03/26/2026 RO Spring 2026 (202505)
R 3 W Roster Not Avadable Future 04/06/2026 - D406/2026 Not Submitted =
ONT 7285 1 Opening Day Roster Not Avadable Expired 0171672026 - 01/20/2026 Not Submitted
BO1 - T re: 2 2 Census Roster Censas 1 Expired 01/28/2026 - 02/09/2026 Not Submitted Spring 2026 (202505)
mpTIA 3 W Roster Not Avadable Future 04/08/2026 - 04/19/2026 Not Submitted

27



https://experience.elluciancloud.com/clpccd

To DROP a student, select the checkbox next to the student’s name.
e Goto the Action column and choose the Drop option.
e For W Roster you will select "Instructor Drop W".

e Click Submit.

Faculty Drop Ros Drop Roster Status Drop Roster Maintenance

WS0000216 **Web Registered** None ~ sstiedemo@zonemail cpced edu
GIA CRZ WS30000211 +*Web Registered** None - sstademo@zonemail. dpeed edu
W20000206 **Web Registered** None ~ ipced.edu
WS0000219 +*Web Registered** None - ipced edu
G CHN W30000214 +*Web Registered** None v sstademo@zonemail. dpced edu
h W30000218 **Web Registered** None A ssbademo@zonemail cipced edu
N GAZ W20000207 *+*Web Registered** None v sspademo@zonemail dpced edu

W30000203 **Web Registered* None hd ssb3demo@zonemail cipcod.edh
W20000201 “+Web Registerad None ~ ssb3demo@zonemail cipced edu
_ W30000205 **Web Registered** Naone e ssbademo@zonemail dpced edu
SHR AHD WS0000217 **Web Registered ™ None hd ssb9demo@zonemail.dpccd edu
VIH NGN WI0000215 “*Web Registered** None - ssbademo@zonemail dpeed edu

L— None —

Instructor Drop W page| 1 |of PerPage 25w

On the next page, you will need to enter the student's "Last Attend Date". This helps with any federal funding a
student may have received and with any registration concerns that may come up after the grading period.

Click "Confirm" to confirm Instructor Drop W.

Students Selected to be Dropped Show/Hid mn~| s h (AltsY Q

Student Name Z D ° Pending Registration

WS0000202 Instructor Drop W

[ 1

A green text box will show at the top right of the screen confirming the student drop.
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& Students dropped successfully : 1

9 Drop successfully completed.

Late Add Request / Drop / Re-enrollment Form

How do | Re-Enroll a Dropped Student into a Course

Each Admissions & Registrar office has a form for Late Add/Drop. The form can be found within MyPortal under

the Faculty Dashboard.

Faculty Services

¢ Class List

* Rosters (Opening Day. Census, W)
* Grade Entry

* Detail Schedule

+ Week at a Glance

+ Browse Classes

Resources and Forr

( » Faculty Resources on the Web

| + Faculty Self Service Forms and Procedures |
» Faculty Rosters Demo and Training (mp4)

<

orms and Procedures, you will see the forms available for each college
ired. The Late Add/Drop Request Forms are available to complete under

each respective college heading.
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Faculty Self Service Forms and Procedures

Chabot College
Forms
o _Grade Chanoe Roayest Farm
I- Late Add/Drop Request Form (Digital PDF)I
* Incomplete Contract

\ Procedures
‘ + Coming Soon

Las Positas College

Forms
* Grade Change Reguest Form
|- Late Add/Drop Request Form |
» Incomplete Contract

Procedures
« Add Authorization Numbers
» Drop Rosters
» Grade Change Procedure
* Grade Procedure
* Incomplete Contract Procedure
« Waitlist Procedure

30



Grade Entry

Faculty will be able to enter grades via the Grade Entry option on Faculty Self Service.

For the most up to date instructions: https://clpccd.org/tech/faculty/grades.php

Faculty Services

+ Drop Roster

+ Detail Schedule
* Week at a Glance
« Class List

How do | enter grades?

Click on any field in the class listing to open Grade Entry for that class.

Faculty Grade Entry « Final Grades

Faculty Grade Entry

Final Grades
My Courses ..
Grading Status 2 Rolled 2 Subject 2 Coursel Section 2 Tide 2 Term Z CRN -
I A Not Started Lol Computer Soence CC - LN INtro Structured Prog in C 202505 prng 2026 N I
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Navigate to the bottom right corner and change the option to show 100 students per page. This ensures you
can enter grades for all your students on one page.

o o

N
v

In the Final Grade column, use the pull-down menu to select the grade you are assigned for each student.

Full Name S 1D S Midterm Grade J  Final Grade S RolledZ Last Attend Date 2 Hours Attended Narrative Grade Comment

Click the Save button in the bottom right corner. If needed, clicking Reset will reset all fields so you can start
again.
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If any students remain ungraded, a notification will appear confirming grading is still In Progress.

A Save Successful, grading for CRN 50257 is still In-

progress

If all students were assigned grades successfully, a notification will appear confirming that grading is

& Save Successful, grading for CRN 50257 is
completed

Completed.

The Grading Status column is used to confirm if Grade Entry is Not Started, In Progress, or Completed.

= CHABOT

Faculty Grade Entry « Final Grades

Faculty Grade Entry

Midterm Grades Final Grades Gradebool
My Courses 4
Grading Status %  Rolled S Subject s Coursel Section 2 Title 2 Term s CRN -
S redProgin 20250 5 - Spring
Not Started €5C1 - Computer Science CC 14 002 = ' 2026
red Prog in 20 rir
’ art) CSC1 - Compat 14 N h 7
AS =

Faculty Grade Entry » Final Grades
y Y

Faculty Grade Entry

m Grades Final Grades
My Courses pr
Grading Status % Rolled % Subject s Coursel Section s Title 2 Term s CRN -
arted Cs0 mputer Science CC 14 002 Intro Structured Prog in C++ 202505 - Spring 2026 7
1 C mputer Sclenc 0 Intro Structured Prog in C++ 202505 - Spring 2026 506

33



Incomplete Grade

When to issue an incomplete

An instructor may assign an Incomplete Grade (“I”) at the end of the semester when a student is unable to
complete a small portion of course requirements due to emergency or unforeseeable circumstances and is
otherwise passing the course.

An Incomplete Contract documents the remaining coursework and the deadline for course completion, which
will fall no later than the end of the following primary term (Fall or Spring).
How to issue an incomplete

Once determining if a student is eligible for an Incomplete, the instructor will work with the student to fill out

the Incomplete Contract.

The Incomplete Contract will then be emailed to the Admissions and Records Faculty Support Services at Ipc-
arfacreqg@laspositascollege.edu no later than the semester’s grade submission deadline.

Admissions and Records will issue the Incomplete Grade and will notify the instructor when completed.

Assigning a final grade for an incomplete

Upon the student’s completion of the pending coursework, the instructor will update the Incomplete Contract
and will submit the updated form to Admissions and Records for processing.

If no updated contract is submitted, the Incomplete Grade (“I”) will default to the grade listed on the Contract
the following primary term (Fall or Spring).
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= Office of Admissions & Records Office of Admissions & Records '

= Building 700, First Floor Building 1500, Second Floor 'c
25555 Hesperian Bivd, 3000 Campus Hill Drive e IC
CHABOT  Hayward, CA 54545 Livermore, CAgas51  LASPOSITAS
INCOMPLETE GRADE CONTRACT

In the event that you |the mstructor) determines thet the student’s emersency and unforeseeable Srcumstances warrant an exte=nsion
of the clazz, you may fil out this Incomplete Grade Contract to give the student until the end of the following primary term to
complete the coursework outlined below. & grade of “I* will be posted to the student's academic record, to be replaced by the final
grode at the end of the following primary term (Title 5, Sec. 55003). If the caz: require: Canvas to complete the courseweark, pleaze be
sure to indiste below in the Course Informetion section. it is the instructor’s resporsibility to contact the Carves Coordinetor to
reinstate the student’s scoess to Camea.

This contrect may ONLY be previded to end submitted by the instructor. Studernts mary net submit this contrect.

INSTRUCTIONS: (1) The instructor fills cut the Course Informetien section. [2) The instructor provides this contract to the student to fill
ourt the Student Informetion and Student Agresment sections. (3) Upon completion of the contract, the INSTRUCTOR submits this form
to their respective Admizsions & Records Office (submission by the student will NOT be sccepted).

STUDENT INFORMATION

STUDENT AGREEMENT

Last Mame, First Name, Middle initial Student ID &
COURSE INFORMATION

Subject, Number, Section [e.g. ENGL 1A VD1): CRN: Units:
o Summer | o Fall | o Spring class Type . .
20 Oin-Person | OHybrid | O Online d mot enmpleted

[Istudent requires Carwvas from ! / to ! ) O Canvas Coordirator Contacted
Work to be completed:
Instructor provides detailed outline of work to be completed /]
& Instructor signs at end of term

Instructor Nama (Print) INStructar Sgnature

Incomplete Grade Contract

Student signs at end of term

Student Signature Daf.e\\i ‘
OFFICE USE ONLY

Comments:
o Yes |o No OYes | oNo | ON/A
Incomplete Entered Canvas Coordinator Contacted AlR staff: Date:
Date Incomplete Clearad: | Grade: | units: /]
( Instructor countersigns after coursework done

Instructor Mame (Print) Instructor Sagnature S

o Final Grade Entered o Student Notified AER staff: Oate:

TR v R
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Positive Attendance Courses

This section is specific to instructors who are teaching Non-Credit & Positive Attendance courses. Please skip
this section if you have not been notified by your Divisional Dean's Office regarding this type of class.

What are Positive Attendance courses

These are courses that are indicated by your Divisional Dean's Office and the Office of Academic Services.
Positive Attendance Classes record the number of hours that a student has participated in class.
Responsibilities for Non-Credit & Positive Attendance courses

1. Keep arecord of all student attendance hours during course sessions.
2. Submit grades AND the total hours of attendance for each student.
3. Submit a copy of your attendance records and course syllabus to your Divisional Dean and A&R for

record-keeping.

A Template Positive Attendance Tracking Document is linked here for your convenience. Please use it as

needed.
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Grade Changes

When to Request a Grade Change:

Grade Changes must be initiated by the instructor during the term immediately following when the
grade was assigned.

o Grade Changes will not be made after this established deadline except in cases of extenuating

circumstances.

Extenuating circumstances include, but are not limited to, acute medical, family, or other personal
problems that cause the student to be unable to meet the deadline.
Any request for grade changes beyond the primary semester deadline must be submitted and approved
by the Vice President of Academic Services, who may, upon verification of the circumstance(s),
authorize the grade change.
Grade Change Submission Windows

Course Offered in... Grade Changes Due
Summer Fall

Fall Spring

Winter Intersession Spring

Spring Fall

How to Request a Change:

Instructors complete the Grade Change Form for each individual student.

The completed Grade Change Form will then be sent to the instructor’s Division Dean for review and
approval.

The Division Dean will forward approved Grade Changes to Admissions and Records Faculty Support
Services for processing.

Upon completion of the record change, Admissions and Records Faculty Support Services will notify
both the student and instructor of the updated grade.
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I 1550 UTTie
S000 Campaus Mill Dirree
= Livermore, CAS4551

LASFORTAS  Emasil |pc-pdmissionsilasoosiascoliepe ed

Procedures
11 Instructar submits sompletes form 1o Dnetian Dwar for appraval
3 I mpprevad by Dovidion Dakn, o form i foraanded 1o Admisierd shd Fecords faf prasidding
3] oot speroved by Divinion Office, the form i forwardssd to the Offics of the Vics President of Acsdemic Jervice

which Tha grace was assigned, the formm nequines approval by the Office of the ¥ics President of ACadermic Services.

STt

artanuating circusratancsli]. W the instrucear of record i unavailable, Adminseratis Policy 4231 appls.
Ceanons:

by A MATFLCTEY, 7 TR asence of mbzoke, fraud, Bad' falth, av Mcompeneacy, sha b feed ™

Community Coltege DistracT and the Chabot-Los Postes Fecuity Assockation.

4] I reguast for grade change is dus 0o fraud, Bad faith, of inCompatence, of i initiated By the instructor after the semaster immediacely following th term for

Dnce this corrected grada Fas badn paried on th STUSHNE Feoonds, &n updined uroficial transcript will Be $ent to the Studest and/er transher insticution as
applicable, rorification is provided 10 the instnemor thas the grade changs has been made (rrice 53], The grase change is reported in MyPomal snd is visible to the

Mote: A Request for grade charge mest be initiarted by the satnuctor of record during the semester immadistely following the terms for which the grade was sssigred.
rade changes will not be made after the extablished desdine sxcept in caves of extenuating circumstances. These sce scute madical, Tamily, or other personal
problems that cawis the fudent 1o be wrable to mast the deadirs, Reguets for & grade changs under this sxcegtion ihall be made to the Vice Preaident of Academic
Saraizid, wha miry, ups verificition of the treumtance]i), iutharise the instructar of reccrd 15 inities the prade chanps. The Ttudent must prident avidents of the

Eduweation Code Section FEX14 “Thi Qoo givm 1 soch STudest Shall be e grade Setermissd by the instructor of Ehe 20urie sed Seterminseion of e Sudent’s grooe

Sew olso Armicie 5L 1 and MOU gated 12/10/24 {regorcing lote submission of grodes| of the Colecther Borgainiag Agraement Sepsnen [he Chobor-Las Positas

Stwdent Last Name, Student First Name: Student Wa:
Cowrse CAM: Course & Number (e.g., HIST T Term,Year: /I
Grade 1o be changed FROM: Grade 10 be changed TO: Units:

( Select reazon for change

Reason for Grade Change per Ed Code 76224 (check one)

O RD grade O Other Education Code 76224 reason;

O insrucnon/Clenical Error O Incomplens Grade — student reguirements hive been completed; incomplete grade Contrac must ‘!l"rbbd\l\beﬂl file

Plegse specify. Refer to citation above for valid Educotion Coge 75224 réasons for grode efan

e

Rationale:

Instrwctar of Recard (Print Mame): Instructor Signature:

O APPROVED {Sulmit 1o fanm 1o Admissions and Records for processing)
O NOT APPROVED |Submit form to VP of Academic Services for review]

|Swbmit form to VP of Academic Services Tor review],

Rationale

B Reguest was initiated due 10 Traud, bad faith, of infompetende, or afer the semester immediately following the term for which grace was gned

Instructor signs

\ Divizion Dean 31gns

Division Dean [Print Mame) Divizson Dean's Signature

O APPROVED {Submit 1o A & R Tor progessing)
O NOT APPROVED |Retwm to Instructor per Article 3L %)

Razicnale:

Date

N

VP of Academic Serdices (Print Mame) VP of Academic Services” Signature

O Peosted in Barrwr
O Updstesd unaficisl transcript tant
O Faculty notified [per Artacie 9.3 .
Admissions & Records Staéf Dt Divizion sends to AER
R, 570005 w I
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Faculty Resources

Staff and Faculty Support Help Desk / ServiceNow*

e Email: clpccd@service-now.com

e ServiceNow Support Portal: https://clpccd.service-now.com/

e How to Navigate My Portal Video: Navigating MyPortal

e How to Reset MyPortal Password: https://www.youtube.com/watch?v=IX7rtkTq_18

Faculty Self Service:

Faculty Web Resources https://clpccd.org/tech/faculty/index.php

SSB9 Faculty Self-Service is a modern, user-friendly interface designed for faculty that offers a more robust user
experience. The interface allows faculty to view class lists, enter final grades, view add authorizations, see detailed
schedules, and much more. The system also offers a way for faculty to export class lists and manage grading status
with easy to see icons to denote if a roster has been submitted.

With this new, secure, compliant system, we hope that you enjoy the more modern experience in SSB9 Faculty Self-
Service.

e Rosters (Opening Day, Census, W): https://clpccd.org/tech/faculty/droproster.php

e Opening Day Roster/ Add Authorization Code: https://clpccd.org/tech/faculty/openingdayrosters.php

e Grade Entry: https://clpccd.org/tech/faculty/grades.php
e Detailed Schedule: https://clpccd.org/tech/faculty/detailschedule.php
e Week at a Glance: https://clpccd.org/tech/faculty/ataglance.php

e Class List: https://clpccd.org/tech/faculty/classlist.php

Faculty My Portal FAQ's: https://clpccd.org/tech/faculty/facultyfags.php

Crosswalk SSB8 to SSB9: https://clpccd.org/tech/faculty/crosswalk.php

With the current move to SSB9 Faculty Self-Service, we are providing a crosswalk on where to now find
functionality that was once in SSB8 and is either in a new location in SSB9 or is no longer available due to
system constraints or loss of functionality as we move towards baseline and away from customization.

Faculty Handbooks: https://www.laspositascollege.edu/gv/facultyhandbook/index.php

Faculty Support Services | Admissions and Records Office | Las Positas College

Email: Faculty Support Services at [pc-arfacreq@laspositascollege.edu

Tania Torres, Admissions & Records Assistant Ill - (925) 424-1549
Elizabeth "Lizzie" Mayo, Admissions & Records Assistant Ill - (925) 424-1545
3000 Campus Hill Drive, Bldg. 1600, Room 1670

Livermore, CA 94551
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