Summer Attendance
Form (S)
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NYC Department of Education - Summer Related Service and Support Service (IEP Para)
Attendance Tracking Instructions

All of the forms are carbonless duplicate. The Attendance forms consist of ore Attendance Form (blue) and a Progress Report on the reverse side. Summer
attendance information entered will be recorded on the second duplicate page (goldenrod).

At sither termination of service or end of summer, the provider will keep the goldenrod copy for their records and send the blue attiendance form/progress report
for all students that were on their caseload and attended at least one day, 1o the designated collection location, or mail it to: DOE Help Dasl,

Additional items:

*  Oreatiendance form is to be used per student for each service provider's cassload.
*  Splitmandates (e.g. Speech 2 x 30 5:1 and 1 x 30 1:1) or two different mandates require two forms.
*  Exceptior Paraprofessionals, a change in service provider requires a new form.

Related & Support Service School Year Attendance Form
Complete iterns 1 though 4 on the top portion of the altendance form for sach student.

@ STUDENT INFORMATICN

NYC 1D#: Fill in the NYC ID number

STUDENT NAME: Fill in the first and last name of the student being
served

DOB: Fill in the date of birth for student being served
MALE/FEMALE: Mark an "X" to fill in appropriate gender for student
being served

© PRCOVIDER INFORMATION
PROVIDER NAME: Enter first and last name ¢f provider
PROVIDER TYPE: Fill in one of the following:
DOE, CONTRACT or RSA (Independent)
DOE
* Teachers, counselors and UFT paras must enter their
6 digit File #
+ OTs, PTs, Nurses and DC 37 paras must enter last four digits
of 38N

CONTRACT. Erfer agency name, Agency # and S8N only

ASA {Independent): Enter Tax iD and SSN only

& MONTHLY ATTENDANCE

Complete the attendance grid using only those codes in the list of
*Acceptable Codes for Completing Attendance Booklet!. Refer to
Frequently Asked Questions bookiet to clanfy use of codes.
Attendance Codes for Cancelled and Holiday

G = Cancelled. if the child and the provider are both present at
schiool bid the service is not provided because the provider is
directed to perform another task.

H = Holiday {do not use for weekends). Use for any school ¢losing
{i.e. holiday. snow day. emergency closing, election day. haift-gay
ate.), or if the service was not provided due to other aclivities in the
school (such as assembiies, testing days, parent/teacher conferences
ate.)

Within the attendance grid: weekends are shaded darker gray and
nolidays are shaded lighter, Non-DOE Providers may enter
attendance into waekends/holidays.

@ SCHOOL INFORMATION i
BORO: Enter appropriate letter for Bora. Use one of the following:

M -Manhattan; X - Bronx; K - Brookiyn; Q - Queens; B - Staten Island
DIST: Enter the two-digit district code. Use one of the following:
01-32; 75 (Citywide Progrars): 79 (Allernative High Schools);

78 (Al other High Schools)

SCHOOL: Enter the three-digit school number (Citywide Programs
shouid use Administrative site numbey, not physical site)

O SERVICE INFORMATION ;

SERVICE LOCATION: Fill in one of the foliowing: School, Home,
Provider Office, Glher, Per Session.

FREQUENCY*: Fill in number of sessions per week that are provided.
DURATION™; Fill in length of session (minuies).

GROUP SIZE: Fill in group size. This differentiates between group and
individual services.

EFFECTIVE DATE FOR SERVICE CHANGE: Enter date of change of
service provided to student. Do not use for start dates.  Use only when
there is a change in frequency, duralion and/or group size that was
previously recorded.

LANGUAGE: Write in language in which the service is provided.
TYPE OF SERVICE: Fill in type of service {as mandated on IEP)
provided; refer to codes near bottor of attendance form.

* Frequency & Duration do not apply to Paras and Nurses.
@ SIGNATURES
Provider must sign and deliver forms 1o designated collection location at

the end of the summer session.

Contract Agency and RSA (Independent) providers must aiso secure the
signature of the principal or parent,

| 6 SERVICE TERMINATION DATE

if your service to the student is terminaled due to an [EP
recommendalion, changs in service provider sic. record the date the
service actually stopped.

Progress Report (for Related Services only)

The Progress Report is on the reverse side of the first page. Complete the provider name, signature, related service
and date of progress report. Complete the appropriate report for the service you provide using the progress report
codes listed.

@ NEED HELP?

DOE HELP DESK

Hours: Monday ~ Friday, 8:30 am - 5:00 pm
Phone:

E-mail

52 Submit Altendance and Progress Report Forms to:
DOE HELP DESK




















































































































































