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The Census Roster is a legal document that instructors are required to submit to the College to 
verify enrollment in the course as of the census date (generally within the third week of instruction 
for full-term courses). The Census Roster is one of the most important documents you submit to the 
college. The college uses this information to compile enrollment reports that are then sent to the 
Chancellor’s Office. Failure to submit the roster by the deadline or to submit it without first 
verifying that the students on the roster are actually attending class creates a tremendous hardship 
for the college and for students.  
  
Verifying student attendance  

1. Face-to-face courses: record attendance in Canvas at least twice before census. This serves 
as a permanent record of student attendance in the census period. Having this record 
protects faculty, students and the college in case questions arise at a later date. 

2. Online courses: faculty are required both by federal and state regulation to verify student 
enrollment prior to census by documenting that the student has logged into Canvas and 
submitted an assignment, participated in a discussion forum, or otherwise verified their 
enrollment and demonstrated a commitment to remain in the class. 

 
Why is it important to verify student enrollment during the census period?  

It’s the law. Title 5, section 58004(c), requires that faculty clear the rolls of inactive enrollment 
for attendance accounting purposes during the census period. During this period, instructors must 
drop students as “no-shows.” Students who are attending the course but are not on the roster also 
must be identified. These students must be enrolled, either as a regularly-enrolled student or as an 
auditor. Once the census period has passed, it is the individual faculty member’s decision whether 
or not to continue to drop students who stop attending, or to make it the student’s responsibility 
to manage their enrollment.  
 
There are severe consequences to students and the college if the roster is submitted late or 
not at all, or submitted without first verifying student enrollment  

a. The college received apportionment for which we are not eligible.  
b. Apportionment received by the college in error must be returned.  
c. Students can be turned over to collections for courses they never attended. 
d. Eligibility is seriously compromised for the following student groups: Financial Aid, 

International, Veterans, and student-athletes. EOPS and DPS students are also affected.  
 

• Financial Aid Students: Students on financial aid may receive an overpayment.  If 
students are dropped after the census period they can legally keep the funds, but the 
college is responsible for reimbursing these funds to the Federal government.  

• CalWORKS: CalWORKS students are under county contract to attend and complete 
specific classes and are tracked on a regular basis.  If a student is not attending a class 
and is not dropped during census, the student faces a sanction from the county for not 
adhering to his/her education plan.  If a student is dropped within the census period, the 
CalWORKS office can contact the student, notify the county, and assign the student to 
another approved activity, thus avoiding sanction.  



 

 

• Veteran Students:  If a Veteran who is not attending a course is not dropped during 
census, an overpayment is automatically issued to the student.  The student must repay 
any overpayments to the Department of Veterans Affairs, and overdue payments are 
referred to collection.  In addition, receiving a failing grade as a result of not being 
dropped could affect a student veteran’s probation status and result in denial of future 
benefits.  

• International Students: Any change in enrollment status must be reported to SEVIS 
(Student & Exchange Visitor Information System) and Citizen & Immigration Services 
(Homeland Security).  

• Athletic Eligibility: Student athletes are required to be enrolled in a minimum of 12 
semester units in order to maintain eligibility to participate in athletic events.  Late 
census submission may: 

o disqualify the student athlete from eligibility and risk forfeiture of any contests by 
the college  

o result in incorrect transcript information that may affect a student’s ability to be 
recruited by another institution  

o endanger the student’s overall eligibility for Financial Aid  
 
 Census Procedure 
  
All full-time and associate faculty are required to follow the current procedure for documenting 
attendance and submission of census rosters. The Office of Instruction will distribute the current 
procedure at the start of each term. 
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