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POLICY

UCAN Head Start families are encouraged and supported in maintaining regular attendance.

PROCEDURE
Parents are informed of the importance of their child’s regular attendance in class.  An attendance form is signed by the parents, and a copy is filed in the child’s file.  Staff discusses the child’s attendance and provide supportive reminders and encouragement during home visits.

Absenteeism

Parents are informed to call the classroom team before class begins to state that their child will be absent and the reason.
Teacher/Teacher Assistant Tasks:

· Enter daily attendance and document all contacts with the parents in database.
· Contact the parents regarding the child’s absence if the parents have not called to inform the classroom team of absence and reason.

· Remind the parents to call before class begins for future absences.

· If child is out due to a Doctor procedure or hospital stay, a note from the Doctor when returning to class must be provided to assure that the child is ready for regular head Start Activities. The note is entered in the web based program files, filed in the child’s paper file and a copy sent to the HS Health Specialist.

· Change the NC (no contact) code on the attendance form for previous absences when contact has been made with reason for absence.
· Offer to send activities home for children who are ill, going on vacation, or other extended periods of absence.  If accepted by parent, deliver the activities to the home.

· Mail a 2-day no contact letter to parents after two days have passed with no contact.
· Inform the Family Service Educator of 2-day no contact or other attendance concerns.

Development Specialist Tasks:

· Obtain a daily attendance record from EI/ECSE for children on IFSPs who are not in class, but attending EI services during classroom hours.
· Inform Teacher of children’s EI attendance.

Family Service Educator Tasks:

· Review the “Perfect Attendance Analysis” GE report twice monthly to ensure all children are attending class regularly.

· Monitor attendance when concerns arise such as no contact from parents for two days or low attendance.
· Meet with the parents when the child has missed four consecutive days of school with no contact to the classroom team.  Discuss the child’s absences and reasons such as child illness and special family emergencies.  Document the family circumstances in database and inform the Teacher and ERSEA Specialist. 

· Inform the foster child’s caseworker of the absences.

Low Attendance:
· When a child’s attendance is low (65% within the month), contact the parents to discuss the barriers to child’s regular attendance.

· Develop an attendance plan with the parents to address the barriers to child’s regular attendance.  The plan includes any supportive resources that may assist the parents to be successful.  Parents sign the attendance plan.
· Send the foster child’s caseworker a copy of the attendance plan.

     Chronic Absences:

· When attendance is repeatedly low for various reasons with ongoing absences for two or more months, keep ERSEA Specialist informed of family circumstances, and document all contact in database.
· Develop an updated attendance plan when family barriers change.

      8 Days No Contact:

· When there has been no contact between the parents and staff for 8 consecutive school days, attempt to contact the parents to inform them that their child has been withdrawn from the program.  If the parents cannot be contacted, mail a Withdraw Letter to the parents, and email the Enrollment/Withdraw Distribution list, teacher, and Child Development Services Supervisor of the withdrawal.
· For foster children, contact the child’s caseworker to discuss the status of child’s attendance and intent to withdraw.  Foster children are not withdrawn without approval from the child’s caseworker.

ERSEA Specialist Tasks:

· Review attendance reports and FSE follow-up, and discuss child attendance issues at Interdisciplinary Team meetings monthly.
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