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	Policy Statement:
	Delta will encourage, promote, and support children and families to have regular attendance. 

	Procedure:
	1. Parents are responsible for notifying Delta staff within one hour of class start time if their child is going to be absent. 

2. Delta staff is responsible for ensuring Daily Sign-in/Out forms are completed at the time of arrival and departures, accurately and completely. If a child is unexpectedly absent, and the parent has not contacted staff within one hour of start time, staff will then attempt to contact the parent. The following list of centers and the person responsible for calling parents are as follow: 

Comanche—Center Director 

Dibble—Center Director 

Duncan Irving—Center Director 

Lindsay—Center Director or Cook  

Marlow—Center Director 

Paoli—Teacher Aid 

PV 3’s—Center Director 

PVELC—Center Director 

Purcell ELC—Center Director 

Purcell Pre-K—Center Director 

Stratford—Center Director 
 

3. Delta staff will record each child’s attendance, daily, and document reasons for absence in the ChildPlus data system. 

4. Delta Staff are responsible for contacting parents either through phone or home visit when a child is absent for more than 2 days without any contact from the parent. 

5. If the absences are a result of a chronic illness or if they are well documented absences for other reasons, no special action is required.  If, however, the absences result from other factors, including temporary family problems that affect a child’s regular attendance, the program must initiate appropriate family support procedures for all children.  These procedures must include  

· Home visits or other direct contact with the child’s parents. 

· Contact with the family must emphasize the benefits of regular attendance, while at the same time remaining sensitive to any special family circumstances influencing attendance patterns.   

· Develop an individualized Attendance Improvement Plan with parents to improve child’s attendance. 

· All contacts with the child’s family as well as special family support service activities provided by program staff must be documented in ChildPlus. 

6. Within the first 60 days of the school year Delta must use individual attendance data to identify children with sporadic attendance putting them at risk of missing 10% of program days per year.   

7. If a child is determined to be at risk for missing 10% of program days, then an individualized Attendance Improvement Plan must be developed and implemented by staff and parents 

8. The attendance plan will be designed to support the child’s consistent attendance in the program, or if necessary, to plan for alternative services. The attendance plan will be developed by the family, Center Director, teacher, interpreter, Family Advocate and/or Family Engagement Manager, typically during a home visit or a scheduled face-to-face meeting. During the attendance plan meeting, staff will:  

a. Provide information to the parent about the benefits of regular attendance. 

b. Identify the reasons for the absences 

c. Create a specific plan and identify a date for establishing consistent attendance or alternative services  

d. In cases of prolonged illness, childcare restricted communicable disease, or children with 504 Plans for Medical Disabilities, the Health and Nutrition Consultant (or School Nurse) should also participate in developing the attendance plan 

9. If a child is eligible under §1302.12(c)(1)(iii), homelessness or in foster care, Delta will allow the child to attend for up to 30 days per state licensing requirements, without immunization and other records, to give the family reasonable time to present these documents. In rare instances when a true family emergency exists, such as a death in the family or homelessness.  A program may allow a child to enter and remain for up to 30 calendar days, without an immunization record.  However, a dated and signed parent statement is required.  The records must be provided at the earliest possible opportunity.  If at the end of 30 days an up-to-date record has not been provided, the program must exclude the child.  No child may receive this waiver more than once.  Delta will work with families to get children immunized as soon as possible in order to comply with state licensing requirements. 

10. If consistent attendance cannot be established, either by classroom participation or by participation in alternative services, another child on the waiting list must be given the opportunity to enroll in the program. Families should be given opportunities to establish regular attendance and should be withdrawn from the program only when they are unwilling or unable to participate. 

11. If all attempts to communicate with the family have failed using phone, letter, text message or visit to the home, the slot will be considered open for enrollment after a two-week period. 

12. ERSEA staff investigates and documents the causes of absenteeism if the average daily attendance in a center-based classroom falls below 85%. The analysis includes a study of the pattern of absences for each child, the reasons for the absences and any systemic issues contributing to the program's absentee rate. 
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