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Procedure

Clackamas County Children’s Commission, or “the agency”, aims to have all children maintain at least 85%
attendance throughout the school year. It is the agency’s goal to focus its efforts on preventative practices, as
opposed to punitive practices.

Site Supervisor and the Education Services Manager will run the 2305 Attendance Report to:

1. Recognize Good and Improved Attendance
2. Monitor and Identify Poor Attendance

The Site Supervisors, Teachers and Family Advocates will work together to:

1. Provide Personalized Early Outreach
2. Engage Students and Parents to improve attendance

The PEOPLE approach will be used to monitor attendance data/practice and provide personalized early outreach.
(See Child Retention & Drop Procedure)

Chronic Absence Procedures:

When children meet any of the following conditions, additional follow up must be made and documented into child
plus.

* If a student misses 2 days in the first two weeks of starting school*

* If astudent misses 2 consecutive days at any time during the year*

* Ifastudent’s average daily attendance percentage drops below 85% at any time during the year (within a
month) *

* Ifastudent misses 3 or more days in any month*

*  *For excused absences such as illness or surgery, the Teacher does not need to create an Attendance Plan
until the child misses four or more days in a row. In case of illness or surgery, the teacher should notify the
Health Services Manager, Site Supervisor, Education Services Manager, and Family Advocate via email right
away. The Health Services Manager, Education Services Manager, and the Site Supervisor will work together



to determine if the child will need special accommodations or would benefit from virtual services until the
child can return to school (refer to Center Based Classroom Variation Procedure). If a child will miss more
than 1 week of classes due to an injury or surgery, the Child Development Services Director

will be included in the planning process. The teacher should enter an attendance follow up in ChildPlus to
document the collaboration with the Health Services Manager, but the attendance follow up does not need
to follow the steps below.

If a child meets any of the above conditions but we are unable to contact the family within 24 hours:

*  The Teacher will contact the Child’s emergency contact

*  The Teacher will email the family (if available Remind & CP)

*  The Teacher will email the Site Supervisor and the Family Advocate

*  The Teacher will document all the actions in CP under Attendance Follow Up

If the family does not contact the teacher within 24 hours of contacting their emergency contacts:

*  The Teacher will notify the Site Supervisor and the Family Advocate

*  The Site Supervisor will prepare an Attendance Warning Letter (Report 1006 and 1006S — for the Spanish
version), the letter will include a contact due date and a drop date if parent does not contact the Site
Supervisor

*  The Teacher or Family Advocate will visit the family's address to directly contact the family.

* If parent contact is made, the Teacher or Family Advocate will provide and discuss the Attendance Warning
letter and will document the outcome in CP under Attendance Follow Up.

* If no direct contact is made at the family’s address, the Teacher or Family Advocate will leave the

Attendance Warning letter at the family address and will document the outcome in CP under Attendance
Follow Up.

If the family has no contact with the center by the due date, then the child’s enrollment slot will be considered
vacant with the child’s enrollment status being changed to reflect a “dropped” status, and their enrollment slot
being made available to the next eligible family on the waiting list. If the family wishes to be returned to the waiting
list, they will need to contact the center Family Advocate or Site Supervisor who will then notify the enrollment
team. (to vacate a child’s spot — see the Child Retention and Drop procedure). The ES and/or Advocate should
document all these efforts in CP under Attendance Follow Up.

If we are able to connect with the family within 24 hours, the Teacher will inform and engage the parents in
improving their attendance and the family will receive an attendance plan with the program expectations and a
First Attendance Warning letter (CP Report 1006 and 1006S - for the Spanish version).

If the child continues to miss school or meets one of the above criteria a second time during the school year:

*  The Teacher will notify the Site Supervisor and the Family Advocate

*  The Site Supervisor will call and email the family (if available in CP) to arrange another face-to-face meeting
to review previous attendance plan with the family that had been developed to increase attendance.

*  Update previous attendance plan with action items, resources needed, and ways we can support the
family.

*  The family and staff will sign the modified attendance plan.



*  The Site Supervisor and/or Family Advocate will document all actions in CP

* Ifchildren continue to be absent after these steps are taken, the Education Services Manager will be
notified and work with the Health Services and Family Services Manager to decide the next steps. The
meeting will be documented in Child Plus.

Attendance Follow-Up Outcomes
Outcome 1: Responsive Family
*  Family acknowledges attendance concerns
*  An attendance improvement plan is created and signed. The attendance is improved within the timeline
* Ifthe planis abandoned, the child’s enrolilment may be terminated
Outcome 2: Unresponsive Family
*  Family does not respond to initial outreach
*  Asecond warning is issued
* If noresponse after a third notice the child’s enrollment may be terminated

If the family does not contact the Site Supervisor, the Family Advocate or the Teacher within 24 hours then the
child’s enrollment slot will be considered vacant with the child’s enroliment status being changed to reflect a
“dropped” status, and their enrollment slot being made available to the next eligible family on the waiting list. If the
family wishes to be returned to the waiting list, they will need to contact the center Family Advocate or Site
Supervisor who will then notify the enrollment team.
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