[image: image1.jpg]UNITED
COMMUNITY
ACTION
NETWORK

AN

Serving Douglas & Josephine Counties
Helping People. Changing Lives.





POLICY – PROCEDURE

	SUBJECT:  
Attendance Meal Count 
	WRITTEN BY/(HS) COMPONENT:  Health
	EFFECTIVE DATE:



	PROGRAM APPROVAL:  

	

	APPLIES TO:  


	PREVIOUS REVISION DATE: 8/27/08, 8/9/10, 6-17-11, 4-1-12
	NUMBER OF PAGES:

2

	
	APPROVED BY HS POLICY COUNCIL: 7/12/05, 10/28/08, 1/26/09
	APPROVED BY UCAN BOARD: 11/12/08, 2/11/09



POLICY

Child attendance is tracked for proper reimbursement from USDA. Absences are monitored to seek out any trends for areas of need or concern for families.   
PROCEDURE
1. Teacher will print a hard copy of their Weekly Classroom Worksheet with classroom and student names, on which to keep their handwritten attendance report. Worksheet will be dated and initialed daily by attendance recorder of that day. 

2. The Teaching team will complete the worksheet information, including calling parents as needed, daily within a half hour after class has ended.  The information entered on this form must be handwritten. 
3. Teacher will write times on attendance form as children arrive at and depart from class.

4. If child is absent use the appropriate code listed below to explain why.  (See Attendance Documentation Policy & Procedure for full description of attendance codes.)

a. child sick

present attending 

bereavement

b. child visit

vacation


program closure

c. family issue

parent option


head lice


d. need identified

bus transportation

parent transportation


e. missed bus

no contact


missing immunization
VA can only be used if prearranged and classroom activities are sent home. 

5. A child is considered present if the child was present for any part of the classroom day OR is participating in a Head Start related activity such as a Well Child Exam, Initial Dental Appointment and follow-up, not 6 month check-ups, or receiving partial services through a program such as Early Intervention during regular classroom hours.  

6. When sitting at meal/snack time with their milk opened, children who are present when meals/snacks are served are then counted and the number is listed in the “Meal head count” field of the attendance form.

7. Children that are present at meal/snack time, but are not sitting at the table with their milk opened are counted and the number recorded as NR (No Reimbursement).

8. If children have been present at school at some time during the day but are not present for meal/snack time enter a NL = No Lunch 
NB = No Breakfast or NS = No Snack     
9. These codes will also be entered in the attendance comment area in GE. Comments will also be made if child is a half hour late or leaves early as to reason.
10. Classrooms with children needing special diets will receive from the Health Team a food substitution form provided by the child’s physician for the child’s file in the classroom and for posting for easy access.

11. If a beverage is prescribed by a physician beside the ones reimbursable by USDA/CACFP the meal will be non-reimbursable, an “NR” will be placed in GE and the attendance worksheet and the meal will not be counted. The Nutrition Specialist will let classrooms know if the alternate liquid is reimbursable on a per child basis.
12. The USDA MEAL COUNT at the bottom of the worksheet will be filled out in its entirety. i.e. Meal head count, as well as NR, NB, NL, NS, the numbers in these spaces by column should equal total present for the day. Number of staff, parents and children not enrolled eating will also be entered on the sheet.   

13. If any component is missing for the classroom or a specific child with a food substitution form teaching staff will not count the meal it will be considered “NR” with a comment in GE stating component missing. Staff will notify the Health Team as early as this is noticed to see if it can be retrieved from the kitchen before meal or a substitute food purchased. 

14. Teacher will e-mail the Family Services Manager (FSM), Family Service Educator (FSE), ERSEA Specialist (ES) and the assigned classroom Child Development Services Supervisor (CDSS) on 3rd consecutive classroom day of a child’s absence regardless of the reason. FSE will then call the classroom during class on the 4th day to check child’s attendance. If child is still absent FSE will follow the Attendance Policy and Procedure to address those absences.  

15. FSE will monitor their e-mails daily for attendance notifications. Anytime that FSE receives attendance information the information will be entered into GE and FSE will notify the Teacher of the information received. 

16. Teacher will double check their attendance worksheet against GE and turn into, or fax it to their CDSS and FSE by noon Friday. 
17. The CDSS checks handwritten attendance worksheets for accuracy, then turns the attendance worksheet into ISS (Information Services Specialist) by Noon Monday. 
18. The ISS checks the Attendance sheets against GE to make sure of accuracy. If errors or questions the ISS e-mails the teacher and cc’s the CDSS of that classroom for corrections. When all is corrected the HSPM (Health Services Program Manager) initials worksheet.
19. Nutrition Specialist (NS) will audit the “Monthly Summary – Attendance and Meal Count” report against the handwritten “Weekly Attendance Report & Meal Count Worksheets” monthly on a random basis for two of the classes.  Errors found will be corrected and will trigger a full data batch audit.  The NS will notify the Health Services Program Manager (HSPM) of full batch audit reports.  
20. On or before the 20th of the following month the CACFP data will be entered into the Child Nutrition Program (CNP 2000) Web based reimbursement claim site by the ISS.  The HSPM will review, approve and officially submit the monthly online reimbursement claim.  HSPM will print two copies of the claim from CNP online site.  After USDA CACFP claim is submitted online, vendor invoices will be compared with USDA claim and allocated using CACFP excel worksheet and submitted to UCAN fiscal on check request form.  Copy of worksheet, invoice and check request is to be filed with monthly CACFP claim in USDA file.  Second copies of each are sent to fiscal at this time.

21. Upon receipt the USDA check is mailed to UCAN main office where it is deposited into the Head Start account.

22. Head Start CACFP financial information is reviewed monthly by Policy Council and UCAN Board and Head Start Managers.
This Policy complies with Head Start Performance Standards 1304.51 (b)(g), 1304.23(b)(1)(i), 1305.8(a)(b)(c)                            § 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.

