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After-School Programs

	ATTENDANCE TRACKER FORMS

	Effective Date: 
	Policy # 030 


Policy:
All Partner Agencies must accurately complete the appropriate monthly Attendance Tracker Form with all required information and submit it to the LB WRAP Program Facilitator’s Office by the 7th of the following month.  A return email will be sent from the Program Facilitator’s Office to the person submitting the tracker to acknowledge receipt.  If any of the below criteria are not met, the Attendance Tracker will be considered late and payment for invoices will be delayed.  
Purpose:

To ensure that monthly attendance trackers are effectively 
completed to comply with the annual state and federal evaluations 
and for reimbursement purposes to Partner Agencies.  

Definitions/Clarifications:

Core Attendance: 


Programs that operate during the 180 days that school is in 



session and within regularly scheduled after-school hours.  

Note:
· For programs funded by an ASES and 21st Century Community Learning Center grant, all students must be placed on one tracker.

· 21st Century Community Learning Center grants stipulate that core funding may be used on any day that program is in operation.

Supplemental Attendance:  


Programs that operate on days that school is not in session.  This 


may include inter-session, summer or vacation days or 



programs/activities that occur outside of the regularly scheduled 


after-school program hours.
Note:
· 21st Century Community Learning Center grants stipulate that programs may operate any day of the year, including weekends, holidays and/or intersession.
· ASES grants with supplemental funding may operate programs Monday - Friday during summer and intersession.  The ASES grant stipulates that students may not be served on weekends. 
Procedure:
Daily attendance for each student served must be recorded on a sign-in and sign-out sheet. Daily attendance sign-in and sign-out sheets will be used to record the attendance on the monthly Attendance Trackers.
1. The Attendance Tracker forms must be completed by the Partner Agency each month. 
2. Using the appropriate Attendance Tracker (Core or Supplemental), the following must be completed for every month of every program year (July1 – June 30).

· Site name 
· Month of attendance
· Number of Core and/or Supplemental attendance days
· Prepared by
· Student names (Last name, First name) – Please ensure correct spelling.  No nicknames.

· Student ID numbers - In the event that a student is from another school, the school’s name must be written in lieu of the Student ID number.
· Student’s original intake date - The first day of the student’s attendance

· Grade - Students must be sorted by grade first, then by last name alphabetically, first name    

· Totals:

i. The number of days the student was in attendance for the month (see example, reference A).

ii. The number of students who attended each day (see example, reference B)

iii. The number of students served in one month (see example, reference C)
3. The exact order of names from month to month must be repeated. When adding new students, insert a row stating what month the new students have enrolled and attended at the end of the prior month’s list.  

4. If a student drops from the program, that student’s name must be kept on the list using a zero (0) for attendance.
5. Using the Sign-In/Sign-Out Sheets, a ‘1’ is entered for students who were in attendance on the given day.  A ‘0’ is entered for students who were not in attendance on the given day.
6. Attendance Trackers must be maintained for the duration of the grant period at the Partner Agency headquarters as backup documentation and can be requested for audit purposes at any time.  If at any time the contractual services between a Partner Agency and a LB WRAP After-School program site end, copies of all attendance records including Attendance Tracker Forms must be provided to the school district. 

7. All records including Attendance Tracker Forms must be kept for at least three (3) years for auditing purposes.
Source:
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