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	Policy Statement:
	To ensure all staff are aware of children entering and leaving our program 

	Procedure:
	All enrollment changes are tracked in the program’s database ChildPlus. The ERSEA manager is responsible for tracking enrollment.

ENROLLMENT

1. Staff, usually Family Advocate but not always, completing the required paperwork, must notify Center Director of new child and the child’s scheduled start date. 

2. Center Director will determine classroom placement of child, a child with a disability may require input from Special Needs Manager for placement. 

3. Center Director will notify teacher of new child and when child is scheduled to start.  

4. Teacher will notify Center Director of the child’s actual start date. 1st day in class. 

5. Center Director will email all managers (hsmanagers@deltacaf.com) and their classroom Family Advocate to notify them of a new enrollment.

Information to include in the email:

1. Childs Name

2. Childs DOB

3. Classroom

4. Disability

5. Date the child started. 1st day in class. 

DROPPING

If a staff person is told of a change in the child’s enrollment it is the responsibility of that staff person to inform the Center Director of the center the child is attending.   Center Director will email child’s teacher, all managers (hsmanagers@deltacaf.com) and their classroom Family Advocate to notify them of the child dropping. 

Information to include in the email:

1. Childs Name

2. Childs DOB

3. Classroom

4. Disability

5. Date the child dropped. Last day in class. 

6. Why did the child/family drop?
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