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I-CAR Class Attendance Form 
 

 
 
I. Instructor Information 

A. Verify printed information is correct. 
B. Instructor 1 -  

If instructor has changed, cross out the pre-filled information and write in 
your name and I-CAR ID number. 
Make sure there is an X by Program Instructor 

C. Instructor 2 -  
If there is a second instructor, fill in their name and I-CAR ID number. 
If this is a second Program Instructor, mark an X next to Program Instructor. If there is to be a 
pay split different than 50/50, write the percentages by each name. 
If there is a Candidate Instructor, mark an X next to Candidate Instructor. Program Instructor 1 
receives full pay for the class. Candidate Instructor receives a set amount for the class. 

D. When paperwork is complete, all instructors sign and date the form. 
 

II. Class Information 
A. Verify printed information is correct. 
B. If incorrect, cross out the pre-filled information and write in the correct information. 
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III. Policies 
A. All students must pre-register and pre-pay before attending class. This can be done online up 

until midnight on the day of the class. 
B. Clearly write, “DID NOT ATTEND” as shown below when student was absent. 
C. Complete and ship all paperwork within three days after class. 

 

IV. Student Information 
A. ID Verified / Instructor Initials: 

Instructor should initial next to every student that attended the class. 
B. Student Name – Pre Registered 

Names of pre-registered students are pre-printed. Nothing should be hand written in 
this column other than spelling corrections. 

C. I-CAR ID Number – Pre-Registered 
I-CAR ID of each pre-registered student is pre-printed. Nothing should be written in this 
column. 

D. Employer Name: 
Employer name is pre-printed for pre-registered students. If this information is 
inaccurate, student should fill out a Student Registration Form. 

E. Student Initials 
Students should write their initials in this column as confirmation that they 
attended the class. 

F. Student Name – Substitute 
If a pre-registered student is being substituted, the substitute student’s name is 
written here. If a pre-registered student did not show up, write, “DID NOT 
ATTEND” in this column. 

G. I-CAR ID Number – Substitute 
If a pre-registered student is being substituted, the substitute student’s I-CAR ID 
Number is written here. 

H. Payment Method 
This column is pre-printed to indicate payment type. Do not make any changes. 

 
Students pre-registering late 
If a student claims to have pre-registered and pre-paid but is not pre-printed on your Class 
Attendance Form, write their name and I-CAR ID Number in the substitute columns. Also write 
in their employer name, have them initial in the proper column, and write, “LATE” in the 
Payment Method column. 
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V. Complimentary Students 
A. A Regional Manager may elect to cover the cost of a student to attend a class.  
B. The student will pre-register with a special code provided by their Regional Manager. 
C. If the student has not pre-registered, fill in the information as above for students pre-registering 

late. 
 
VI. Post Tests and Scantrons 

A. Use original Scantron forms only. Do not use copies. Color copies will not process. 
B. Send in ONLY two test booklets per class with the paperwork - one Post-Test A and 

one Post-Test B. 
C. Keep completed Scantrons and Post-Test examples together by class. 

Order extra Scantrons to have on hand. 
D. Retests - Scantrons and test booklets should be grouped separately and clearly marked. 
 

VII. Payments 
A. No payments are to be accepted or handled. 
 

 
VIII. Student Registration Forms 

A. Only students with employer, address, or name changes need to fill one out. 
B.  Registration forms should be grouped together and not mixed with the other 

paperwork because they are processed separately. 
 
 

We appreciate your assistance and efforts with the class paperwork administration. 
Following these guidelines will help minimize delays in processing. 

Thank you. 


