The Children’s Center for Early Learning, Inc.

83 Marlborough Road

Brooklyn, NY 11226

SEIT PROGRAM PROCEDURES FOR RECORDING TWO AND TEN MONTH STUDENTS STUDENT ATTENDANCE

Attendance Card Instructions (White Cards)

School Information

a. School Name - Enter the name of the school as it appears on the SED approval letter
CCEL or The Children’s Center for Early Learning, Inc.

b. School Code # - C 953

c. Teacher’s Name- Enter the name of the SEIT assigned to the case.

d. Class- SEIT

Student Information

Enter information as requested

Daily Attendance

Place a mark in each box, as appropriate: “X” (present), “A” (absent ) or “C” (closed ).
SEIT provider should submit any Child or SEIT Absence notes for the student’s attendance records.  This documentation is needed to support any make- ups due to the child. 
No.of days (10 month and 2 month cards) - Totals are to be computed and entered for each month and term.
Admission/Discharge
a. Date Admitted- All ten-month cards must indicate the student’s first attend date in the school year. All two-month cards must indicate the student’s first attend date in July or August.
b. Date Discharged- If the student is discharged from the program prior to the last day of the program, enter the exact day of discharge. If the student remains in attendance until the last day of the 10 or 2 month program, enter the last day of class as indicated on the CCEL calendar.
c. Reason- Unless there is a specific reason for the child’s discharge, such as “family moved” etc.,  just state “end of 10 month program”; “end of summer session”.
Daily attendance cards must be signed and dated at the time service is terminated or when the service period ends. Cards must be retained by the school in accordance with applicable contractual obligations.

