
 

Quarter/Year:    2024                                                                   *Due By 4:00 P.M. Monday 

 *WorkFirst allows for up to one hour of homework for every hour of scheduled class time, not to exceed the homework expectations for the course. 

  
 

Have you added or dropped courses this week?     YES                     NO WHAT?         
Do you need to schedule an appointment with your WorkFirst advisor?     YES                     NO 
I certify that the hours in this report are true and accurate: 
 

___________________________________  ______________________________________ 
Student Signature       Staff Signature                                               Date Entered 
 

 
 
 
 
 
 
 
 

COLLEGE NAME: Clark College 
WEEKLY ATTENDANCE SHEET – WORKFIRST  

 
 

 STUDENT  NAME STUDENT CTC NUMBER 

 

Total  Weekly Component 

Hours Required  

___________ JAS ID: WEEK: __________/____/______ to ________/____/______ 

                                                                           

Course Name                        
 

Cr. 

Days 

(M,T,W,Th,F,S) 

Start 

Date(Qtr) 

End 

Date(Qtr) 

Class 

Hours  

Homework 

Hours* 

Total 

Hours 

        

        

        

        

Indicate class attendance with: 
# Enter actual hours in class not homework time (not to exceed class hours above) 

A-Absent        C-Class Canceled   H- Holiday 

Course Name 
M
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T
 All gray areas are for WF Staff use 

only. Please do not mark in those 
boxes! 

EXAMPLE:  MATH 090 1 1  1 2  5   

Courses 

          

          

          

          

          

          

Supervised Study                                                                                                                                                                                            

 M T W TH F Total  Notes: 

       

TOTALS 
      Total Abs  

Student Comments:  

      

Total Hours 

 

For WF Staff Use Only       eJAS Component: __JT _____   

Required Hours  

• Seat 

• Homework 

• Holiday 

• Excused 

• Unexcused     _______ 
                          Total 

Notes: 
     

Total Weekly 
Hours 
Participated: 



 
 

FOR YOUR INFORMATION 
Ways to submit attendance: 

• Drop off in person 

• Email attendance to  wesworkfirst@clark.edu  (for Transitional Studies email: nfykerud@clark.edu) 

o If you have access to a camera (e.g. a smart phone with a camera and internet access) you can take a picture of your 

whole attendance and email that picture to the email provided above 

• Fax attendance to 360-992-2843 

• Drop Box (located by the front door) 

Reporting an Absence: 
• In Person Gayle, 360-992-2906 or Neil, 360-992-2748 

• Email— wesworkfirst@clark.edu (for Transitional Studies email: nfykerud@clark.edu) 

• Call/Voice Message—State your name, date of your absence, and reason.  

• You MUST CALL/E-MAIL to excuse any absence BEFORE the expected absence. If you fail to notify us of an absence, it 

will be reported as unexcused 

• Only 2 absences will be excused per month, absences can be “made-up” by completion of Supervised Study hours. 

Online Class Verification: 
• Indicate which day(s) you participated in your online class by listing the number of hours you participated not to exceed class 

hours listed 
• ESL and CAP Hybrid classes may be different please contact Neil to verify how to enter your participation  

Supervised Study: 

• Hours must be written out in increments of 15 minutes 

• Student may not exceed 6 hours of Supervised Study in a day 

• Student may study in their desired location 

• For more information regarding Supervised Study, please contact  wesworkfirst@clark.edu 

Notification to Case Manager: 
• Your Case Manager will be notified if you do not submit your attendance on time.  

*Attendance Due Mondays by 4:00 p.m., if there is a Monday Holiday then it will be due that Tuesday by 4:00 p.m. 
• Your Case Manager will be notified twice before you are Referred Back. 
• If you are Referred Back to your Case Manager, you must submit all missing attendance before your component is accepted by 

Clark College. 
• Having your case Referred Back to your Case Manager may negatively impact your state subsidies.  

Office Hours*: 
Quarter Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

Summer Closed 8:00 am- 5:00pm 10:00 am- 5:00pm 8:00 am- 5:00pm 8:00 am- 5:00pm 8:00 am- 12:00 pm Closed 

Fall-Spring Closed 8:00 am- 5:00pm 10:00 am- 5:00pm 8:00 am- 5:00pm 8:00 am- 5:00pm 
8:00 am- 

1:00 pm Closed 

*Transitional Studies Building (T-Bldg.) is open until 6 p.m. on Tuesdays 

*Check our office for closures and for Supervised Study sign-out times. 

Contact: 

Neil Fykerud-  WorkFirst Program Specialist 2   phone: 360-992-2748 

Gayle Lee-       WorkFirst Program Specialist 2   phone:992-2906 MWF T-Building or 992-2827 TTH  WES office 
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