
CLASS  ROLL   

 

05 Trainer Manual  BA v1 class roll.doc 

The roll is a record of your attendance and the attendance of your students. It provides 

part of the evidence that we have delivered the education and training that we have 

been funded for.  The roll might also be needed for insurance purposes in case of an 

accident or injury 

If you have a student who’s not on the roll, they should have a confirmation letter, 

receipt or late enrolment form. If not, take the student’s name, address and daytime 

phone number, invite them to stay in the class, and ask them to contact the caretaker or 

the office before the next class either to pay or to confirm that their payment has been 

received.  

At the end of the term, sign and date your roll, hand it to your caretaker or send it to 

the office. Your final pay may depend on the return of your roll to the College.  
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