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POLICY

UCAN Head Start will maintain full enrollment from the first day of class and throughout the school year. 

After a child is accepted to the program, the parent/guardian will complete registration with staff. 

PROCEDURE
· Second Year Students -- All children who are enrolled in the program receive a notification by mail that they are given the opportunity to remain in Head Start until kindergarten. 

· A child is selected by the Selection Committee and enrolled into the program by the ERSEA Specialist.
· In order to be fully enrolled by the first day of class in September, a child may be dropped and placed on the waiting list if the parents cannot be contacted by calling all individuals listed on the emergency contact form.  Another child will be selected and enrolled at that time.
· Registration:  Staff contacts the family to schedule a registration appointment.

· A notice of the registration date and time is mailed to the family as a reminder.  Parents will be requested to bring the following information:

· Child’s updated immunization record

· Doctor and dentist names, phone numbers and addresses

· Recent or upcoming date of Well Child Exam and Dental Exam appointments 

· Health and dental insurance information

· Names, phone numbers and addresses of emergency contacts, as well as anyone whom the parent authorizes to pick up the child from the school or bus stop

· Prescription bottle for any medication or inhaler child will be using at school

· Food substitution information (additional form may need to be filled out by the doctor)

· Daycare information (name, phone number, address, schedule)
· Registration information is entered into the data system, and forms are printed and signed by parents (attendance plan, emergency form, etc.).
· The parents and child receive passports in which each step of the registration process is initialed by staff.
· Registration Folder include:
· Vision Screening Information form and Consent 
· UCAN Head Start Parent Health Handbook

· UCAN Head Start Parent Information Calendar
· UCAN Head Start Service Directory

· Student Records policy

· Child and Adult Care Food Program Child Enrollment Form 
· Authorization to Release Protected Health Information (2 copies-1 dental, 1 wce)
· Confidentiality Agreement (2 copies-1 for parent, 1 for child file)

· Criminal history application
This policy complies with Head Start Performance Standards 1305.7 § 1305.7 Enrollment and re-enrollment.

