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ATTENDANCE POLICY AND PROCEDURE FOR 
AGENCY PROGRAMS
*Pre-K Counts: In lieu of Family Service Worker the Pre-K Counts Teacher will mirror their duties 

Making Parents/Caregivers Aware of the Benefits of Regular Attendance 
Children are best able to benefit from their Preschool Classroom experience and become school ready when they have excellent monthly attendance rates.  Excellent attendance is defined as missing 0, 1 or 2 days of Preschool per month. We strive to exceed the HS requirement of an 85% attendance rate.  Our Pre-K Counts program should not exceed 10 unexcused absences.  
Enrollment: Family Service Worker (FSW)/Pre-K Counts Teachers will help families understand the importance of excellent attendance during the enrollment process. The Welcome to Preschool packet includes information on “Build the Habit of Good Attendance” (Appendix ED-B4). 
Communication: (Home Visits/conferences, Stay and Play, etc.): Staff will stress the importance of regular attendance for school readiness.

Monthly: Children with excellent attendance will receive a book and a certificate 
Accepting Children

If the child arrives at the door and they are visibly upset and refusing to separate from the caregiver/parent, they will step off to the side and wait until all other children have entered the classroom. The classroom staff will attempt to talk and reassure the child so they will enter the building safely and calmly. If unable, the parent may be asked to walk to the classroom (site dependent) and separate from the child in the classroom. If after the parent leaves and the child does not calm down within 30 minutes, the staff will call the parent to support in the classroom (site dependent) or take the child home. If this continues for more than 3 days, a separation plan will be developed and put in place. 
If a student is unable to participate (sleeping, laying around and not playing, excessively crying, etc.) for more than 1-hour they will be sent home. 
Tardiness

At the first home visit, teachers will discuss the importance of arriving at school on time by providing and reviewing the “Arriving on Time: A Foundation for Success!” (Appendix ED-B5). Children must be present for at least one meal (breakfast or lunch) to be considered present for the day. 
Unexpected Absences

If a child is unexpectedly absent, and the parent/caregiver has not contacted the program within one hour of the program start time, the Head Start programs must attempt to contact the parent to ensure the child’s well-being. 

Each morning, the ERSEA coordinator runs a report of all unexpected absences in ChildPlus.  One hour after classroom start time a text will be sent to parent/caregiver through One Call to notify them that the child did not report to school. ERSEA coordinator will document contact under family service tab ( communication log in Child Plus. 
If the ERSEA Coordinator is not available, then one of the designated staff will fulfill this duty.
If a family has disclosed to the teacher or FSW that a child will be late, the teacher MUST enter “O” (Other; explain in Child Plus), so that the ERSEA Coordinator will not send them a text message. Once the child arrives at school, the teacher will then mark their attendance
Procedure for Ensuring Excellent Attendance 

· Teaching staff will take daily attendance using ChildPlus Online. 

· FSW will view ChildPlus 2305 for children who they need to follow up on.

First missed day: 

1. Head Teacher will contact family at the end of the school day if the child is labeled as Unexpected Absence and no notes are under the attendance tab to inquire about their well-being. 
2. Once the Head Teacher has confirmed the reason for the absence with the family, the Head Teacher will then note the appropriate reason for absence consistent with Absence Key (Appendix ED-B3).  If you are choosing OTHER, you must list a reason.  
3. Head Teacher will document all unsuccessful attempts and any communication

in ChildPlus under attendance.
Third consecutive missed day: 

1. Head Teacher will contact family at the end of the school day to continue to express concern and to determine if FSW support is needed, especially if there are family situations. Head Teacher will place communication in ChildPlus. 

2. If child is not ill and/or the teacher is unable to reach the family, the FSW will contact the family via call or text. If there is no response, they will conduct a home visit to determine the cause of absence and if needed an Attendance Success Plan (Appendix ED-B1) will be put into place.
3. FSW will place notes in ChildPlus under Attendance Tab
Fourth consecutive missed day:

If child is not ill and/or staff is unable to reach family:  

1. FSW will try again to contact the family via phone call and/or home visit to determine cause of absence. 

2. Notes to be placed in ChildPlus under Attendance Tab and Family Service Tab.
Child Care:
The ITCS/Child Care Enrollment Coordinator will call the Early Learning Resource Center (ELRC) to report 6 consecutive absences as required by regulations. The ITCS/Child Care Enrollment Coordinator will also call/email family to inform them of the call to the ELRC. According to ELRC guidelines, children cannot be absent in excess of 40 days without an approved plan. 
Non-Consecutive Absences: 

      If a child misses more than 3 days in any given month: 

The FSW will talk with the family about the importance of school attendance

and to determine if there are any barriers that ELC may assist with. They will
meet with the family and help the family problem solve and develop an Attendance
Success Plan (Appendix ED-B1) if necessary.
Withdrawal from the Program:
If no contact has been made with the parent/caregiver, or if regular attendance cannot be established, the FSW will contact the ERSEA Coordinator.  

Options include: 
· A letter, Attendance Letter Notice (Appendix ED-B2) will be sent via US mail.

· If child is withdrawn, a Withdrawal Notice (Appendix FS-B3) is to be completed by the FSW.
· Child’s application will be marked as abandoned in ChildPlus and the child’s slot will be considered open.
· Another child on the waiting list must be given the opportunity to enroll in the program.

Families should be given every opportunity to establish regular attendance and should be withdrawn from the program only when they are unwilling or unable to participate. 

At the monthly staffing program managers, teachers and family services workers will view the ChildPlus Attendance report to ensure families are supported for success in attendance.  
Home-Based Programs: 
Early Head Start and Head Start Home-Based programs schedule weekly home visits during the program year. EHS is required to provide 46 home visits per year and HS is required to provide 32 home visits per year. Families are expected to participate and plan weekly visits. 
· Prior to each visit, the Parent Educator (PE) will contact the family to confirm appointment.  If the family confirms appointment, the PE will complete the visit.

· If family notifies the PE they are unable to participate this week, the PE will schedule the make-up visit with the family for within the same week.  The PE will mark the family as absent and document notes as well as the new time of the appointment.

· If the family does not respond to the PE, the PE will mark the family/child as absent.  The PE will contact the family a couple of days later to reschedule the appointment.  The PE is responsible for contacting the family three times (through email, text, and calling) before next steps.
When families begin to demonstrate patterns of missed visits, are frequently cancelling visits, or not communicating with our agency, the Parent Educator must reach out to the Home-Based Program Manager (HB PM) to discuss next steps.  
If Parent Educator has no contact after 1 week, Parent Educator must reach out the following week to families email and emergency contact list to attempt contact and schedule a visit

· If the PE has been unable to contact the family after three times, they may call the emergency contact in order to attempt contacting the family upon discretion due to the circumstances of the family’s relationship with them.  

· If they are unable to do so, the PE will send the Parent Educator Attendance Letter 1 (Appendix ED-B6).  The PE will give the family 5 business days to respond by setting up appointment.  The family will need to attend two of the next three appointments.  

· If there has been no contact with the family, the HB PM will call the family.  If the family does not respond within 2 business days the Parent Educator Attendance Letter 2 will be sent (Appendix ED- B7).  

· The HB PM will give 5 business days for the family to respond to the PE or the HB PM to set up the next appointment. If the family does not respond by a specific date and time, which will be determined by the HB PM, and attend two of the three following visits, the family will be withdrawn from the program.   
Parent Educators are reminded to ask about any changes in the family’s health, location, contact information, vacations, etc. that may cause missed visits.


