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                         Procedure for Daily Sign-In & Sign-Out Worksheet
Policy:
The center shall maintain an accurate record of daily attendance at the center that includes each child’s first and last name, and each child’s arrival and departure time. A Program must track attendance for each child.
Procedure:

Preferred method: Use the iPad ChildPlus Attendance app to record parent sign-in & sign-out. This app records daily attendance as well as meal attendance. 
Alternate method: If the iPad is not available, use a paper copy of the Daily Sign-In & Sign-Out Worksheet, (ChildPlus Report 2316), emailed by Program Support weekly.  
Teachers are responsible for ensuring the completion of the Daily Sign-In & Sign-Out, whichever method is used, upon children’s arrival and departure.
Steps for completing the iPad ChildPlus Daily Sign-In & Sign-Out:
·  After accessing the program, select screen and choose the relevant date.
·  Parents sign in and sign out electronically. 

·  Staff should review the attendance page to ensure that all children are signed in before they transition to next activity. 

Steps for completing the paper Daily Sign-In and Sign-Out Worksheet: 
· Keep a current master copy of worksheet on file. (Program Support will send updated digital copies reflecting enrollment changes weekly.) 
· Write the current dates for the week.

· Write the exact arrival & departure times.

· Signature is required by parent/guardian upon arrival and departure. If the signature is not entered by parent/guardian, then the staff can sign and initial. Staff should indicate who dropped off or picked up the child next to their initials.
· Teacher or a designated staff member is responsible for signing in/out the children who are bused. (Indicate “bus” on the arrival and departure line when applicable)
· Scan/e-mail a copy of attendance to Program Support at the end of the week and keep a copy of both the completed Attendance and Daily Sign-In & Sign-Out Worksheet at the center or saved on your computer. 
· Send original completed copies of Attendance, and Sign-In and Sign-Out Worksheet, to Program Support in weekly U.S. mail.
See:

Parent Handbook for Early Childhood Services, Attendance, for further policy/guidance related to attendance.  Contact will be made with the family if a child is absent 4 days in a row or more than 2 days per month.  For children to gain the most from the program, participation is expected at least 85% of the time.  
Reference: Licensing R 400.8143 (11) Children’s Records, HS 1302.16 Attendance (a), Parent Handbook for Early Childhood Services
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