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CLASSROOM VISITOR

When a teacher would like to have a classroom visitor (family member, firefighter, nurse, police officer, etc.) visit their classroom they must complete the Classroom Visitor Approval Form (Appendix ED-Q1) and submit it to their Program Manager. Once the form is approved by the Program Manager, it will be returned to the teacher. The teacher will complete the form once the visit has occurred. After the Classroom Visitor Approval Form is completed, it will be returned to the Program Manager. 

Classroom visitor (non-family member) will:
· Sign in on the Classroom Visitor Sign In Sheet (Appendix ED-Q2) 
· Complete the Classroom Visitor Information Form (Appendix ED-Q3)
· Read and sign the Statement of Confidentiality in the Classroom for Visitors (Appendix ED-Q4). 
· Complete the Voucher for Non-Federal Share Requirement In-Kind Contributions Form (Appendix FS-K)
Teaching staff will:
· Send ED-Q2 at the end of the month to Education Administrative Assistant 
· Place ED-Q3 and ED-Q4 in a binder/folder that will remain in the classroom. At the end of the school year, teachers will send to Education Administrative Assistant to file 
· Send completed FS-K to Fiscal Associate II

Classroom visitor (family member) will:
· Sign in on the Family Visitor Sign In-Out Sheet (Appendix ED-Q5)
· Complete the Classroom Visitor Information Form (Appendix ED-Q3)
· Read and Sign the Statement of Confidentiality in the Classroom for Visitors (Appendix ED-Q4)
Teaching staff will:
· Send ED-Q5 at the end of the month to Education Administrative Assistant
· Upload ED-Q3 and ED-Q4 to ChildPlus under specific student in the Education Tab. Place original in child’s file

SUPPORT STAFF VISITOR
Support staff visitors (ELC staff members, Behavioral Health, Adagio Health, etc.) will sign Classroom Visitor Sign In Sheet (Appendix ED-Q2). The only agency that would not sign in on this form is IU staff, they sign in on Monthly Log of Disability Services (Appendix DA-G1).
