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2011-2012 PRE-KINDERGARTEN 

ENROLLMENT, SCHEDULING AND ATTENDANCE GUIDELINES
INTRODUCTION

Effective SY 2006-07 all pre-k students (including pre-k students receiving special education or related services) shall be enrolled, classes scheduled and attendance maintained in the same manner as K-12 classes.  These Pre-K Enrollment, Scheduling and Attendance Guidelines supplement the Tennessee Department of Education STUDENT MEMBERSHIP AND ATTENDANCE ACCOUNTABILITY PROCEDURES MANUAL   (http://www.tennessee.gov/education/schapproval/attendancemanual/index.shtml).
DOCUMENTATION, RECORD KEEPING, AND REPORTING

A-102 Retention of Records



The Director’s Monthly Student Membership/Attendance Report, the Director’s Annual Student Membership/Attendance Report and the Fifth Month and Year End Membership/Attendance Reports by School are maintained at the district office of each local education agency (LEA).  At present time the reports mentioned above do not include voluntary pre-k (VPK) data.  The Tennessee Department of Education (TDOE) will generate pre-k reports based on student enrollment and attendance data entered into the LEA’s student information system (SIS) and Education Information System (EIS).    

A-106 Local School Office/Principal

Effective school year 2006-2007, all pre-k programs receiving state, federal or local funds in any way, including but not limited to:  State (pilot or VPK), local, Title I, ARRA, Race to the Top (RTTT) and special education are required to collect and report pre-k data to the Tennessee Department of Education.  This information is vital for reports submitted to the Governor, General Assembly and other state and federal agencies.  To capture the necessary data, effective SY 2006-07, local education agencies (LEAs) and collaborative offsite pre-k locations are required to:

· Enroll all pre-k students (including students receiving special education services or offsite related special education services only)

· Create school calendars

· Set up staff data

· Schedule classes and assign students and staff to each class

· Capture and maintain accurate attendance information   

This data includes, but is not limited to: Number of classes, location, types of providers, funding sources and number of pre-k students served.  This information may also be used by the Comptroller’s Office of Research and Education Accountability for a longitudinal study of pre-k program benefits and effectiveness. (TCA 49-06-108)
LEAs and offsite pre-k locations should enter all pre-k data in the same manner as K-12 data in the school district in regard to data collection and reporting.  This includes student enrollment, creation of school calendars, set up of staff data, class scheduling and attendance which are now required for all pre-k students (including pre-k students receiving special education services) for the 2011-2012 school year regardless of the student management software package used by the LEA.
Effective for SY 2007-08 the Tennessee Department of Education requires pre-k students to be enrolled in pre-k classes in the LEA’s student information system by applicable school district personnel.  
LEAs may use one of the following options for enrolling, setting up class and staff data, and maintaining attendance for pre-k students who are served at offsite locations:

1. The offsite location may be assigned a 7000 program/school number which will be included in the LEA’s SIS.  Students would be enrolled at the 7000 location as a home school enrollment.  The district would create a calendar for the offsite location and would link the location to that school calendar.  Student data would be entered into either the district SIS by LEA personnel or the Enhanced EIS Data Entry Application by offsite personnel.

2. The LEA may set up the offsite class as though it was one of the classes at one of the LEA’s elementary schools.  Students would be enrolled as home school enrollments.  Student data would be entered in the district SIS by LEA personnel the same as any other K-12 class.  

During the VPK grant application process districts will be asked to provide a VPK site list with information on which option has been chosen and designate the specific school number in which students and class information for offsite classes may be found.  (For example, if a class is taught at an offsite location such as ABC Pre-K, the student, staff and class information as well as attendance data may be found either at the 7000# program assigned to the offsite pre-k or at a designated elementary school in the district).  

When the pre-k class is taught onsite in a district school setting the LEA would set up the class and enroll students in the same manner as K-12 students.  Enrollment would be home school enrollment and student and staff data and attendance would be entered into the district’s SIS by school personnel.  
When a pre-k student only receives itinerant special education services and does not attend school please enroll the student in their home school.  (The home school is the school for which they would normally be zoned or the district may choose to enroll all pre-k students receiving itinerant special education services in one school within the district).  The service provider should send attendance information to the home school to be entered into the school’s SIS.  Attendance may then be maintained using one of the four options below.           

Use of either a student management software program by school systems or the Enhanced EIS Data Entry Application is required to maintain student enrollment, staff set up, class assignment and attendance records for each pre-k program.  The Tennessee Department of Education requests that LEAs assist offsite pre-k locations in their data collection and reporting using one of the following options:

1. SSMS:  The district EIS contact should follow the User ID/Password Request Instructions found at the following link (http://tennessee.gov/education/eis/) to request an EIS user id (with school level access) for each off-site user from EIS help desk.  The district SSMS contact person then sets up an SSMS User ID for each off-campus pre-k site so that student, staff, class and attendance data can be entered into SSMS by the offsite pre-k site personnel.   

2. District third party student information system:  The district requests and establishes a User ID for the pre-k site into the district’s SIS program so that student, staff, class and attendance data can be entered into the SIS by the pre-k site personnel.  The district should also provide the pre-k site personnel with the necessary training on the use of their SIS program.  
3. Enhanced EIS Data Entry Application:  Pre-k site personnel enter student, staff, class and attendance data directly into the Enhanced EIS Data Entry Application from the pre-k site (This option is not available for enrolling any student with an IEP.  Once a student’s IEP has been finalized in Easy IEP/Easy Census, attendance may be recorded using the Enhanced EIS Data Entry Application.)     
4. District-entered data:  The district formalizes an agreement with a non-school-based pre-k site that the pre-k site sends student, staff, class and attendance data to one of the district’s schools to be entered by LEA attendance personnel at the district school.

Please note:  When offsite pre-k enrollment and attendance are entered directly into EIS using option #3 above and are not entered into the LEA’s SIS program (options 1, 2 or 4), the district will experience discrepancies between the LEA’s SIS and EIS Preliminary School and Staff reports.  
SCHOOL YEAR / DAY:
B-102 Abbreviated schedule
The state minimum day for voluntary pre-kindergarten is five and one-half hours, any time less than this is considered an abbreviated schedule.  Pre-k students who receive special education services and who attend school or services for less than five and one-half hours per day are considered to be attending an abbreviated schedule.  Please note:  The school day length must be reported to EIS in minutes (330 minutes). 
B-107 Pre-Kindergarten    
1. Staggered Scheduling:  School systems may elect to use staggered (flexible) scheduling for pre-k classes for a maximum of ten (10) days per school year.  All ten (10) days may be used at the beginning of the school year for staggered (flexible) scheduling and/or home visits or the LEA may schedule 5 of the allowable 10 days at other times during the school year as deemed necessary and appropriate.  However, none of the 10 day allotment may be used during the last 30 days of the school year.  
Staggered (flexible) scheduling allows pre-k students to be transitioned into the pre-k program by scheduling small groups of children to attend school or may also include home visits.

School systems may operate pre-k classes on a staggered (flexible) schedule to accomplish the following goals:
a. Provide a smooth transition from home to school for pre-k children and families

b. Provide one-to-one and small group time for teachers and children to get acquainted with  each other and the school routine
c. Make home visits to ease the transition into the pre-k classroom

Systems using a staggered schedule will stagger the attendance of children during these flexible days and count those children present who are not scheduled to attend. Children who are scheduled to attend on any given day and who are absent on that day shall be counted absent.
2. TN Voluntary Pre-K Scope of Services as guided by TCA 49-06-101 and State Board of Education Rules, Regulations and Minimum Standards state that the pre-k program will:

a. Provide appropriate educational activities for a minimum of five and one-half hours per day or 330 minutes (exclusive of nap time), five days a week, for a minimum of 180 student days.* 
*Other locally and federally funded classes, including special education programs and services may have different requirements for the length of the school year and day.  Children receiving special education services may attend part-time days, alternating days, or for a specific amount of time as indicated in their IEP.  (For example, a three year old may receive services MWF for four hours or a child may receive speech/language services for an hour a week.)
b. Provide a preschool calendar that includes 200 working days of a minimum of seven and one-half hours for teaching staff with a maximum of 10 holidays as a part of the 200 day calendar.
3. To be counted present, a pre-k child shall attend at least 50% of the scheduled day.  Children receiving IEP services shall be counted present for the days attended in accordance with their IEPs when the child attends at least 50% of their scheduled day.  For example, a three year old who receives services Monday, Wednesday and Friday would only be counted present for services on Monday, Wednesday and Friday or a child who receives speech/language services for an hour a week would be counted as present only for the day he or she receives speech when the child attends at least 50% of their scheduled day.  If the child does not attend at least 50% of their scheduled day or IEP service the student would be marked as absent.
 
ENROLLMENT / MEMBERSHIP:

C-107 Pre-Kindergarten   
School systems must keep attendance records for pre-kindergarten students through the EIS system.  These students will be excluded from BEP (ADA and ADM) calculations, however, recent legislation requires data collection and reporting on all pre-k students, identifiable by funding source.  
STATE FUNDING SOURCES: 
In SY 2010-2011 all remaining lottery funded pre-k classes converted to state funding.  Effective with SY 2010-2011 all Voluntary Pre-k (VPK) classes throughout Tennessee became state funded and should be coded Q.        

Options: 
Q
State Funded – classes that are funded through State general funds including Pilot and Voluntary Pre-k (VPK) Classes 

When enrolling pre-k students in Tennessee’s VPK classes, families must complete the Application to Determine Income Eligibility for the Voluntary Pre-K Program.  Priority for admission into the VPK program is given to students who meet the U.S. Department of Health and Human Services (HHS) federal income poverty guidelines and are considered at-risk or economically disadvantaged.  Therefore, it is also essential when enrolling students in VPK classes that students who meet the HHS federal income poverty guidelines are coded L (Economically Disadvantaged).  Please note:  As indicated in the VPK Income Eligibility Application and in accordance with USDA Guidelines, all students who participate in a Head Start VPK class automatically qualify as economically disadvantaged and should be coded L.  
Eligibility for National School Lunch/School Breakfast Program:  Eligibility for the VPK program does not qualify the family for Free or Reduced Price Meals.  If a family chooses to participate in the National School Lunch/School Breakfast program, they must be directly certified, (SNAP benefits, Families First, Homeless, Migrant) or complete an application.  The school system will notify the parents if they are directly certified.  If not, the interested parents should complete an application for this program. This application is available after July 1 through the Office of School Nutrition.  It should be a part of the packet every student receives.  If the parent has questions, please have them contact the local School Nutrition Program supervisor.  All students in VPK classes should also be coded for one of the following lunch designations:
Options:
X
Eligible for Free Lunch


Y
Eligible for Reduced Lunch


Z
Student Paid Full Price Lunch


If a student does not have an assigned lunch designation in EIS, he or she is presumed to be student paid full price lunch.
Additional classifications identify students participating in the designated programs.  While some classifications are exclusive, many students may be assigned to multiple classifications.  The additional student classification (funding source) codes are as follows:

B – Fee Based P3, P4 

Child is enrolled in an early childhood program that receives parent/guardian fees,
may receive local funds, and does not receive state funds. (3 and 4 year olds)    

E – Head Start Funded P3, P4 

Child is enrolled in an early childhood program that receives Head Start funds and is affiliated with a public school. (3 and 4 year olds)


F – Locally Funded P3, P4 (including Special education)
Child is enrolled in an early childhood program that receives local or Special Education funds and does not receive state funds. (3 and 4 year olds)


H – Homeless 

A student who lacks a fixed, regular and adequate nighttime residence and whose primary nighttime residence is one of the following:

· 01 – Shelters, transitional housing, awaiting foster care,

· 02 – Doubled up (living with another family due to economic reasons),

· 03 – Unsheltered (cars, parks, campgrounds, temporary trailer, abandoned building),

· 04 – Hotels/motels


L – Economically Disadvantaged Pre-k

A P3 or P4 student who meets the US Department of Health and Human Services federal income poverty guidelines.

N – Early Reading First P3, P4

Child is enrolled in an early childhood program that receives Early Reading First federal grant funds. (3 and 4 year olds)
Q – State Funded (Pilot & VPK (Pilot:  P3& P4; VPK (P4 only)
Child is enrolled in an early childhood program that receives state pre-k funds.

R – Regular

Student is not in any of the following categories:  Alternative, Adult, Homeless, Private, Title I.


T – Title I

Student is enrolled in a Title I School-Wide school or receives Title I services in a Title I targeted assistance school.

Title I Pre-Kindergarten
· Title I Targeted Assistance Pre-k (two scenarios):

· Student is enrolled in pre-k programs that are funded by Title I – Targeted Assistance.

· A district Title I set-aside pre-k located in a Title I School-Wide school but enrolls pre-k students who are not zoned for that school.

· Title I School-Wide Pre-k:  Student is enrolled in a pre-k which is part of a Title I School-Wide school and enrolls only students who would be zoned to that school as kindergarteners.

· Non-Title I (This student should not be coded T):  A pre-k student who is out of zone (would not be zoned to attend that school as a kindergartener) and enrolls in a voluntary (state) or locally funded pre-k located in a Title I School-Wide school.

V – Even Start Funded P3, P4

Child is enrolled in an early childhood program that receives federal Even Start funds. (3 and 4 year olds)


X – Free Lunch


Child has been approved for the USDA National School Lunch/School Breakfast program as eligible for free meals.


Y – Reduced Price Lunch

Child has been approved for the USDA National School Lunch/School Breakfast program as eligible for reduced price meals.

Z – Student Paid Lunch (full price)

Child has not been approved for either the USDA National School Lunch/School Breakfast program as eligible for free or reduced price meals.   (Rev. 2006-07 SY)  A child who does not appear to have an assigned breakfast/lunch code is presumed to be considered student paid (full price) lunch.  
NOTE:  If your funding stream is not listed in this table please use F:  Locally funded P3, P4 (including Special Education).  

ATTENDANCE:
D-102  Minimum Daily Attendance Standard

A pupil in pre-k who is in attendance at least half of the state required minimum school day (5 ½ hours) shall be counted as being present for that day.  A student who is in attendance less than half the state required minimum school day shall not be counted present for any portion of that day unless the child has an IEP.  Children receiving IEP services shall be counted present for the days attended in accordance with their IEPs when the child is in attendance at least 50% of the time scheduled for the service(s) in the IEP.  Children receiving IEP services must be in attendance at least half of the time indicated for the IEP service each day the service is scheduled to be counted as present.  If the student receiving IEP services is in attendance less than half the time designated in the IEP for the service on the specified day, the student shall not be counted as present for any portion of the day.      

D-106 Pre-Kindergarten   

Pre-K attendance information will be submitted electronically this year in the same manner as attendance for K-12students.  No manual collection of attendance data will be collected for the state supported VPK programs. Effective SY 2006-07, all pre-kindergarten students in your school district should be enrolled, staff and classes scheduled and attendance maintained, including any State (pilot or VPK), Special Education, Title 1, ARRA, RTTT, fee-based, locally funded or any other pre-k classes that your school system offers. The same daily attendance codes used for grades K-12 will also apply to the pre-k students.
Special education pre-k programs that provide part-time services for students, such as speech twice a week for 30 minutes, should create a schedule, including setting up each class, assigning staff, assigning students to classes and taking attendance for those students for the time they are receiving services.  To avoid making the scheduling process too cumbersome, districts may use the Special Education pre-k code of 9421 to set up one course in each school and include one or more sections (1 section would include students who attend a special education service one day a week and the other section would be for students who attend two or more days a week, etc.)    
ENROLLMENT AND ATTENDANCE CODING:
E-102 Types of Enrollment

Example #3:  A pre-k student may be deleted when the student leaves pre-k within six weeks of initial enrollment and waits until the next school year to begin school or when the child was pre-registered (pre-enrolled) for pre-k and never showed up.  When the child has attended school or after the initial six week period, withdrawal code 10 should be used.  

E-104 Withdrawal Codes Pre-Kindergarten

03 
Transferred to other Tennessee school system

04 ……………Transferred to other school in same system 

05 
Transferred out of state

06 
Transferred to non-public school in Tennessee

07 
Doctor certified withdrawal

08 
Deceased

10 
Withdrawn to a home school (Formal intent to register must be on file; Pre-K withdrawn per parent request) 

11 
Court Order (Copy of court order or judge decision must be on file)

13 ……………Permanent dismissal from Tennessee’s voluntary pre-k program.  The program provider must provide to the State a written request and justification for permanent dismissal of any child from the pre-k program.  No child is to be permanently dismissed without consultation between and agreement of the grantee and the Tennessee Department of Education. (Rev. 2006-07 SY)
14
Withdrawn from an underperforming school to enroll in another school within the district 
15
TEIS transition, not eligible for special education services.  A P3 student who is transitioning from Tennessee Early Intervention Services and is withdrawn because the child has been determined to no longer be eligible for special education services.   

TRANSPORTATION:

G-101 Transportation

School systems are not required to provide transportation for pre-kindergarten students, except for special education pre-kindergartners receiving special education services whose IEP team determines that special transportation is needed.  If an LEA chooses to transport pre-k students, the four year olds may be transported on a regular school bus with no restraints. If an LEA serves and transports three year olds, a five point restraint is required. 
STUDENT / GRADE ASSIGNMENTS:
P4 - 
Student must be four years of age on or before September 30 of the enrollment year (9/30/2011).  To participate in a P4 VPK or pilot class the child must be four years of age by September 30 of the school year.  
P3 - 
Student must be three years of age on or before September 30 of the enrollment year (9/30/2011); or special education students who enter school upon their third birth date.  To participate in a P3 pilot class, the child must be three years of age by September 30 of the enrollment school year.  
Pilot classes allow students who are P3 and P4.  State funded VPK classes are limited to P4 students only.   

Please note:  If the child is not age appropriate by September 30 of the enrolling school year (2011), they are not eligible to participate in the state funded (VPK or pilot) classes until the following year.  
Special Education:  

Children who are eligible to participate in a special education pre-k program may receive services upon their third birth date.  However, a child who is receiving special education services and wishes to enroll in a state funded pre-k class must meet the age requirement by September 30 of the enrolling school year.  Exceptions require written approval from the Tennessee Department of Education, Division of School Readiness and Early Learning.
Students, who are of kindergarten entrance age, five years old on or before September 30, are not generally eligible for pre-kindergarten enrollment. The exception to this rule is the special education five year old with a current IEP in which the IEP team recommends the pre-k program as the most appropriate placement.  This student should be coded as P4.
NOTE:  Please do not use the former PK grade assignment effective SY 2006-07 it is no longer valid.  
CORRELATIONS OF COURSE CODE & ENDORSEMENT CODE MANUAL
http://www.tennessee.gov/education/schapproval/course_code_corr.shtml
COURSE CODES:

Please use the following course codes for pre-k students:

0002      self-contained P-3 & P-4 (multi-age)

2223      Pre-kindergarten P-3   (3 year olds only)

2224      Pre-kindergarten P-4   (4 year olds only)

9421      Special education pre-kindergarten  (1)
9441
Special education pre-k Speech

9465
Special education pre-k Language
(1) Special Education pre-kindergarten course codes are to be used as follows: If more than 50% of students in the class are receiving special education services please use the special education pre-k course code, otherwise please use the regular pre-k course codes.

NOTE: There are current course codes for pre-kindergarten art, music and PE in the 2011-2012 course code manual (above).

TEACHER ENDORSEMENT CODES:
Pre-Kindergarten endorsements – regular education        403, 459, 465, 467, 468, 497
Pre-Kindergarten endorsements – special education          002, 066, 067, 068, 069, 105, 402, 403, 459, 460, 461, 464, 465, 467, 468, 497, 498
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