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POLICY

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

PROCEDURE
Withdrawing a child from the program:

· When a child withdraws from the program the Family Services Educators will:

· Document the reason the child has withdrawn.  
· Enter a withdraw date into the child’s electronic file
· Send an email to the Head Start Enrollment/Withdraw distribution list, Teacher, Teacher Assistant, Child Development Services Supervisor informing everyone that the child has withdrawn
· FSE keeps the child’s file locked in the file cabinet for the remainder of the school year or until a transfer into another classroom.
· File folder instructions at end of school year
· Non-Returning children -- place all of the contents of the entire file in one of the colored file folders and place it back into the hanging file with the plastic name tag attached and turn the file along with the extra colored file folders into the ERSEA Specialist being sure to black out name on extra file folders with a black marker. 
· Returning and Second Year Student Files will be turned in to the ERSEA Specialist completely intact ready to go for the next school year. 

· Transfers 

· The program goal is for children to begin and complete the school year in the same classroom in order to have continuity of care and ongoing relationships with staff and peers. 
· When parents request a transfer for the child, the Teacher and Family Service Educator encourage them to review all possibilities to keep the child in the same classroom to prevent unnecessary transitions in the child’s education experience.
· Families will be allowed to transfer their child from one classroom to another due to moving, changing daycare, work schedule conflict, or transportation challenge.  Other individual family challenges will be determined on a case-by-case basis.
· Transfer requests are given top priority over other families on the Waiting List. 

· Once an opening becomes available the ERSEA Specialist emails the class the child is transferring out of, the class the child is transferring into, and the Family Services Educators and the Head Start Enrollment/Withdraw distribution list to inform them of the changes. 

· If a family requests a transfer and the child is not able to attend school because the family is not able to transport the child to and from school until they are placed in their requested classroom, the child will be removed from the class list, and another child will be enrolled into that opening. The child requesting the transfer will remain on the transfer Waiting List until an opening in the center the parents are requesting becomes available.

·  Families who withdraw from the program without a transfer request may need to reapply. 
· Transition Meeting 

· Will occur within five days from the receipt of the email indicating transfer. 

· The transition meeting will include Teaching team member, Family Services Educators and the family. 
· In extenuating circumstances, and with supervisor approval, a teaching team member or Family Service Educator may be excused from the meeting. If a teaching team member will not be able to attend, a discussion with the other teacher regarding the child to transfer in will take place before the actual transition meeting.  
· The start date for a transferred student is either that day or the next day after the Transition Meeting. 
· FSE emails the Head Start Enrollment/Withdraw distribution list to state that the transfer process is completed and what the new start date is for the child to begin class.
· The Family Services Educator enters the new start date in the GE  Status History (this is the status table that goes down the page, not the one that goes across).
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.

