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NMCAA Early Head Start
Attendance Guidance
Policy: HSSPS 1302.16 (a) (2) A program must implement strategies to promote attendance. 
Procedure:

Enrollment visit 
·   Explain to families why EHS is a worthwhile program for their family and requires one home visit per week that lasts an hour and a half with the total number of home visits equaling 46 per year.  
·   Staff will review the Parent Handbook attendance section, explaining that it is important for parents to call the home visitor if they need to cancel or reschedule the home visit planned for the week.
· Review Family Partnership Agreement and acquire parental signature.

· Explain the Attendance Success Plan process and our goal to help the families remove barriers to missed home visits. 
Steps to attaining optimal attendance
1. Child Family Specialist’s will document Home Visit Missed on Child Plus under Family Services, noting if a date later in the week was offered, and if not, why this was not possible.
2. If a family is not home, staff will document No One Home on Child Plus under Family Services, along with attempts to reach the family.  A door hanger will be left on the door. 
3. If home visits continue to be missed, CFS’s will problem solve with the family about barriers preventing them from completing home visits consistently.  
4. CFS will explore strategies to achieve regular attendance with families.  CFS’s will inform Program Service Coordinator’s of absences once discussions are taking place with families on problem solving barriers to ensure consistent weekly home visits and/or when two visits are missed within the same month.
5. CFS’s will continue to document contacts regarding attendance in Child Plus.  PSC’s will document attendance plans as they are discussed under the attendance tab in Child Plus.  
6. If families continue to miss 2 or more visits per month, CFS will review the EHS Family Partnership Agreement and Parent Handbook with the family and document under the Family Services tab in Child Plus.  PSC’s will document in Child Plus under the Attendance tab.   
7. If absences continue, CFS’s will complete an Attendance Success Plan with the family.  CFS’s will note in Child Plus under Family Services.  PSC’s will note in Child Plus under the Attendance tab.
8. If the staff cannot reach the family through a home visit or make other direct contact with the parent/guardian to schedule a time to complete an Attendance Success Plan, then the CFS and PSC will discuss sending the family the Home Visit Missed letter with the EHS Manager.  
9. If the family does complete an Attendance Success Plan, but is not able to follow through on this plan, and still does not have regular attendance, the EHS Manager and Early Childhood Program Director will review the child’s attendance history.  The Program Director will make the decision whether to put the child on the waitlist.

Special Considerations for Homeless Children or Children in Foster Care

1302.15(3)  If a program serves homeless children or children in foster care, it must make efforts to maintain the child’s enrollment regardless of whether the family or child moves to a different service area, or transition the child to a program in a different service area
NMCAA’S definition of regular attendance / Ceases to Attend

· The program supports families to promote weekly home visits. 
· When the family continues to have chronic or sporadic home visits with ongoing unexplainable multiple missed home visits and no improvements resulting from program strategies, the Program Director will determine that the child has ceased to attend.
Monitoring

· EHS Manager will monitor ChildPlus Reports monthly

· PSC will monitor ChildPlus Reports monthly and document in ChildPlus Follow Up as needed.   
· CFS’s will input notes in the Family Services tab as needed.   
Reference: HSSPS 1302.16

5/19
                                                                                                   p:hs/ehs/partent involvement/social services

[image: image1.jpg]