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Attendance Policy and Procedures
(Revised 7/4/08)
	Attendance Policy

Excerpted from More at Four Pre-Kindergarten Program Guidelines and Requirements, Section 4: B, Program Attendance Policy and Attendance Requirement for Payment Purposes: 

.
Program Attendance Policy

1. “Child attendance must be taken each day of the More at Four program year.” 

2. “A child may be considered in attendance and recorded as present in MAFKids when: 

a. He/she is present for the majority of the 6 – 6 ½ hour More at Four program day.
b. A home/community setting visit is conducted to meet with the child/family for initial program orientation and/or educational purposes (written documentation required).
Attendance Requirement for Payment Purposes

A child slot will be considered filled for payment purposes with one recorded attendance day within

one month in the following situations:

1. First and last month of classroom operation (limited attendance days available). The State Office

will automatically apply (no exception necessary).

2. Child enrolled at/near the end of month (limited attendance days available). The State Office will

automatically apply (no exception necessary).

3. Special circumstances warrant an exception: e.g., child involved in debilitating accident or has

prolonged illness limiting on-site More at Four participation. Exception requests must be made

in writing by the Contract Administrator and submitted to the Chief of Budget and Analysis,

Office of School Readiness, for consideration and approval. Decisions will be made on a

case-by-case basis.
Although the State gives only 4 days for attendance, Durham County maintains a 5 day attendance policy.  Children must be in attendance for 5 full days for reimbursement of the slot.


	Attendance Procedures

Scholarship submission

· Scholarships signed by the site administrator must be returned to the MAF office.  This is official notification of the site’s acceptance of the child into the center and is required for payment reimbursement.  
· Failure to submit scholarships as noted above may jeopardize accurate payment reimbursement from the State office.
Classroom Assignments

· For sites with more than 1 MAF classroom: Assignment of children into classrooms must be consistent with MAFPLAN.  For example: if MAFPLAN indicates 10 children in classroom 1 and 5 in classroom 2, site assignments must be the same.
· If a change is needed in the number of children assigned to classrooms, a Change Request must be submitted to the More at Four Coordinator.  When approved, the site administrator will be notified and changes can then be made. 
·  Failure to submit such request may jeopardize proper site reimbursement payment.
Attendance Submission
· The MAF Attendance Report must be submitted on the electronic copy provided by the MAF office.  Handwritten reports will not be accepted.  Electronic copies ensure accuracy when MAF staff enters attendance in MAFKIDS.
· The electronic More at Four Attendance Report must be submitted to the MAF Coordinator the last work day of the month via email or in-person by 12:00 pm.  Attendance Reports must be signed by the site administrator.  If emailed, electronic signature will be noted by the site administrator submitting via his/her email account.  For children absent three consecutive attendance days, written verification of contact with family must be submitted with the monthly attendance sheet.
· Official MAFKIDS Attendance Reports must be signed at the Site Directors monthly meeting by the site administrator (or designee, indicated in writing prior to signing).  Failure to sign will result in non-submittal of attendance reports to the State MAF office, delaying the site’s reimbursement payment until the following month (if signed by that time).

· MAFKIDS attendance sheets may be cross-referenced with DACCA attendance forms to ensure accuracy of all attendance forms.

Withdrawal of Child from a site

· The More at Four Child Withdrawal Form is to be completed when a child withdraws or is terminated from the program.  

· The Withdrawal form is to be submitted to the MAF Coordinator within three (3) days from the sites’ notification by parent of the child’s withdrawal, or sites’ termination of services to the child. 

· Written documentation must accompany the Withdrawal form documenting attempts made by site staff to contact the family. 

· Efforts to fill the slots will not be made until Withdrawal forms and family contact documentation have been submitted. 

· For DPS sites: should DPS staff find it necessary to transfer a child within MAF/DPS sites, notification must be given to the MAF Coordinator.  Decisions will be made on a case-by-case basis as to whether the child will remain as a MAF child.
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Durham’s Partnership for Children, a Smart Start Initiative, helps fund a portion of these services to ensure young children receive quality educational experiences to prepare them for school and life.


