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POLICY

Head Start Staff will utilize the established Attendance Reasons to record absences.

PROCEDURE
All contacts and attempts to contact a family in regards to attendance and special family support service activities will be documented.

Daily attendance and reason for absences will be recorded in GE (in attendance comments) daily by staff using the following Attendance Reason:
1. Bus Transportation – bus is unable to transport children

2. Bereavement - Family has a death in the family and has chosen to not to send their child to school.
3. Child sick - Child is not able to attend school due to illness, injuries or Medical Treatment/Therapy unrelated to the WCE
4. Child Visitation - Child visit with parent not in the home or grandparent
5. Family Issues - are identified hardships the family is going through.

6. Head Lice
7. Missing Immunizations 

8. Missed Bus
9. No Contact - staff have not had contact from the family indicating the reason for the child absence. 
10. Program closure - when school has been canceled on a scheduled class day, 
11. Parent Option -- are times when the parent chooses not to send their child to school.  This will be used as a last choice when other codes do not apply and it is truly a parent option.

12. Parent Transportation – when families who have to self transport to the classroom or pick up location and are not able to because their car is broke down or they have no gas money. (not when child misses the bus because parent over slept)
13. Vacation – one scheduled vacation with pre-arranged activities. Vacations will be no longer than two weeks and no more than one per year. Families are expected to reestablish regular attendance after the vacation or be withdrawn from the program. 
14. Present Attending – Attending well child exams, Medical Treatment/Therapy if related to the WCE, initial dental exams and follow-up, speech if part of a Childs IFSP. Specify activity in comment area. Teachers must obtain a daily attendance record from Early Intervention verifying the child attended school on the claimed days.  Also the Soft Start day they are not scheduled to attend, with the reason being Program Closure.


Using the comment area in GE write a brief description of how you know the reason you put for child absence (Mom/Dad called) or what you did to contact a No Contact parent.
If a child is late or leaves early by a half an hour or more a comment is put in GE under attendance as to why.

This policy complies with Head Start Performance Standard 1304.51(g) and 1305.8 in the Attendance Section § 1304.51 Management systems and procedures.

 HYPERLINK "http://eclkc.ohs.acf.hhs.gov/hslc/Program%20Design%20and%20Management/Head%20Start%20Requirements/Head%20Start%20Requirements/1305/1305.8%20Attendance..htm" 
§ 1305.8 Attendance.

