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Procedure:  

• One staff in each center-based classroom shall be designated as the “Head Counter” to accurately identify 

the number of children present daily upon arrival, and throughout the class day. The number of children 

present will be determined by counting all of the children on the attendance sheet and through verification 

of children who are signed in and out by adults on the Daily Child Sign-In/Sign-Out sheet.   

• The correct number of children present at school will be displayed on a white board located by the main 

door in each classroom at all times. The current date on the white board will be updated daily, before the 

scheduled class time begins.  

• Head counts will be conducted verbally EVERY TIME a transition occurs that requires children to leave 

and re-enter the classroom during the hours of operation.  

• Head counts will be conducted verbally multiple times during the class day, to include: arrival, departure, 

free choice, large motor play, meal times, hygiene practices, routines, and transitions.   

During the Class Day:  

• Upon each child’s arrival, the Teacher will record each child “Present” on the child attendance sheet. The 

Attendance Procedure will be followed.  

• The designated Head Counter will update the correct date on the white board and record the correct and 

accurate number of children who are in attendance. The Child and Staff Arrival and Departure Procedure 

will be followed.  

• When a child arrives after class starts, the Teacher will record the child as “Present” on the child attendance 

sheet and ensure that the child is signed in on the parent sign-in/sign-out log. The Attendance Procedure 

will be followed.  

• The designated Head Counter will update the number of children on the white board to accurately reflect 

the actual number of children in attendance, to include late arrivals and early departures. The Child and 

Staff Arrival and Departure Procedure will be followed. Classroom staff will maintain visual supervision of 

all children at all times, to include groups of children transitioning from one area of a center to another area 

(classroom, cafeteria, playground, gym, etc.).  

• Prior to leaving an area of the center (classroom, cafeteria, playground, gym, etc.), the designated Head 

Counter will count the number of all children in order to verify that all children in attendance are present 

and accounted for. Other assigned classroom staff members will verify the correct number of children 

present by completing a Head Count.   

• When all children are leaving the classroom, assigned classroom staff will check every area of the 

classroom, particularly areas out of immediate view and verify the correct Head Count before the transition 

occurs.    

  



Continued on next page…  

• A classroom staff member will conduct at least one verbal head count during all transitions to ensure that no 

child is left behind.  

• Upon arrival of a new destination (ex. from classroom to playground), the designated Head Counter will 

conduct a final, verbal head count of children to ensure that all children are with the group and that no child 

is left unattended. Staff will confirm the head count with other classroom staff members whenever possible 

by performing an additional verbal head count.   

• The steps of the Head Count Procedure will be completed throughout the class day to ensure that all 

children are accounted for, and to enable all classroom staff to easily determine the total number of children 

in attendance.   

• During departure times, the designated as the Head Counter will manage the head count as children leave 

the facility at the end of the day, to include children who are taken to a bus.  

• When a child or children are receiving services outside of the classroom from an Advocate, Health Team 

member, Inclusion Team member:  

o The staff member/specialist/consultant will sign the child out on the daily sign-in/sign-out log and 

communicate with a classroom staff member that a child or children are leaving the 

classroom/group of children.   

o The Child and Staff Arrival and Departure Procedure will be followed.   

o The designated Head Counter will inform all classroom staff that there is a child or group of 

children who are leaving the classroom/group and will write the child’s initial’s and “minus # of 

children” on the white board, underneath the recorded attendance head count (ex: 20 – 2) and add 

the initials of the children who are not with the main group.   

• Teachers will stop or delay children from being pulled from the classroom as appropriate, especially during 

the following times:  o Arrival and departure times (drop off and pick up of children) o Transition times o 

Meal times  

On the playground or in the gym:  

• Staff will monitor the head count using the same steps described above. Before transitioning from one of 

these areas back to the classroom, staff will check all areas for children including: o In bathrooms o In 

hallways o Under and inside climbing structures or tunnels o Inside or behind storage sheds o Behind 

shrubbery and along fences o Under tables o Behind furniture  

o Any other area out of immediate view  

  

*Site supervisors will monitor and verify the implementation of verbal Head Counts by classroom staff through use 

of the Active Supervision and Head Count Checklists. Classroom staff will receive ongoing feedback, support and 

training as necessary in order to ensure the safety of all children.   

*All classrooms will ensure that a designated staff member records the Head Count on the white board in order to 

correctly and accurately represent the number of children in attendance.  

*Teachers are fully responsible for designating and managing Head Counts and ensuring that the number of children 

on the white board is consistent, correct, accurate, and matches the Child Attendance Sheet and the Daily Child 

Sign-In/Sign-Out sheet.  


