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DAILY RECORD KEEPING/DAILY HEALTH CHECKS


1. [bookmark: _Hlk109221465]The education staff will complete the attendance record daily in ChildPlus. Absences will be coded using the Attendance Key (Appendix ED-C1). The communicable disease code, CD’, is only used if the child has been diagnosed by a health care professional with a recognized communicable disease, Communicable Disease List (Appendix H-B1). Each month, the Program Managers will generate the ChildPlus report #2310 and #3535, Daily Attendance by Classroom / Latest Occurrence of Health Events. These reports are reviewed during monthly staffing’s with classroom teachers and family service workers.

2.   The Communicable Disease Tracking Log (Appendix H-B1) is used to look at the frequency patterns and types of illness patterns that are recurring in the program on a monthly basis.  

The Head Teacher will be responsible to ensure:

A. All communicable diseases are documented on the Communicable Diseases Tracking Log (Appendix H-B1). Documentation includes the date, specific type of illness, absence status, whether the child was sent home and time, preventative/corrective action plan and staff initials.
B. When a child is diagnosed with a communicable disease a notice will be sent to all parents of children that would/could be exposed to (Appendix H-B2).   No exposure notice will be sent home without preapproval of Program Manager/Director. Please review Policy HS-02-103 Admissions and Exclusions for more detailed information and procedures.  
C. The teacher submits the Communicable Disease Tracking Log (Appendix H-B1) to the Health and Nutrition Specialist / Data Management Coordinator at the end of each month.  Child specific information will be entered into ChildPlus.





