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Procedure: 

Child and Staff arrival and departure times will be documented in writing. A paper copy will be kept with 
each classroom. 

 
Staff: 
 

• The Daily Classroom Staff Attendance (DCSA) sheet will be posted in each classroom.  

• Staff assigned to a classroom (e.g. Lead Teacher, Assistant Teacher, Aide 1, Aide 2) will sign in on 

the DCSA upon entering the classroom.  

• During the day all classroom staff will sign out/in for their breaks, meal periods, and any time 

staff leave the classroom where they will no longer count as part of ratio. Staff will sign out at the 

end of the day when completing their classroom shift. 

• Agency visitors (such as Clackamas Education Service District (CESD) staff and Mental Health 
Specialists) will sign into the center using the Visitor Sign-In Sheet. 

 
Children: 

 

• Self-Transport 
o Upon arrival, the person bringing a child to the center will remain with the child until 

the child is accepted by staff. 
o Parent or individual dropping off the child will sign their child into the classroom using 

ChildPlus Digital Attendance Check In (or the ChildPlus Daily Sign In-Sign Out Worksheet 
#2316 when ChildPlus digital is not available). This record must be kept within the 
classroom. 

o Lead Teacher or designee will record the child’s attendance for the day in the 
Attendance tab of ChildPlus, as well as updating the attendance count on the 
classroom whiteboard.  

o During departure time, all staff will follow the Releasing Children Policy & 
Procedure. 

 

• Outer Agency (third-party) Vehicle Transport 
o Parents will complete the Transportation Permission Form upon enrollment OR when 

transportation services are coordinated for a child.  
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o Transportation permission forms will be stored in Teacher purple notebooks and 
uploaded to ChildPlus.  

o Classroom staff will ensure that written plans for escorting children to and from 
transportation vehicles are developed before the first day of classes and updated 
throughout the year to reflect changes that take place. These plans will be reviewed by 
Site Supervisors and stored in Teacher purple notebooks.  

o The Assistant Teacher or designee will meet the transportation vehicle (bus, van, taxi, 
etc.), receive the child, and safely walk the child into the classroom. 

o The staff member escorting the child to and from the classroom will sign the child in and 
out of the classroom in ChildPlus Digital Attendance Check In/Out (on the Daily Sign-
In/Sign-Out sheet if digital is not available).  

o The Teacher or designee will record the child’s attendance for the day in the Attendance 
app of ChildPlus upon arrival.  

o The time of day the child arrives to and departs from the center via third party transport 
will be recorded in ChildPlus Digital Attendance Check In/Out (on the Daily Sign-In/Sign-
Out sheet if digital is not available).  

o If a child has missed the route to school (regardless of reason) is self-transported, 
parents and staff will follow the procedure for “Self-Transport” listed above.  

o Additionally, when signing the child in for the day, the parent must also indicate in the 
notes section of the ChildPlus Digital Attendance Check In/Out (on the Daily Sign-
In/Sign-Out sheet if digital is not available). 

▪ ChildPlus Digital Attendance Check In/Out (on the Daily Sign-In/Sign-Out 
sheet if digital is not available) whether or not the child will need 
transportation home. 

▪ The teacher will verbalize to the parent their responsibility in calling the 
agency transporting the student to notify them of the need to pick up. 

o If a child will not be riding third party transportation home (regardless of reason), staff 
will follow the Releasing Children Policy & Procedure. 

 
 Unexpected Absence: 

• Center staff will contact parents/caregivers as soon as possible, and no later than 1 hour after class 
arrival time, to ensure children’s safety whenever a child has an unexpected absence at school. 

o Forms of contact include Remind app, text, phone call or email 
o Teacher will update the reason for absence and add follow-up notes in ChildPlus 

▪  ChildPlus Blank/Unknown absences should be updated within 24 hours 
 

During the Day: 
 

• All Classroom Staff will be aware of the number of children that are in the classroom at all 
times (see Head Count Procedure). 

• The number of children and staff in attendance will be written on a posted whiteboard daily. 

• The white board attendance number will be adjusted when children arrive or leave the 
classroom during the day. 

• When a child is removed from the classroom for any reason (e.g. health screenings, to go to a 
bathroom outside of classroom), the person responsible for taking the child out of the 
classroom will indicate on the white board number of children taken and their initials. 

• When a child or group of children is with a staff member away from the main group, the staff 
member will complete and carry a temporary attendance sheet showing which children are in 
their supervision.  



   

 

3  

 


