July 1, 2010
RE: Attendance Records
Dear Parents,

As you know communication is important to me, and with that I am writing to update you on a few important issues.  During a recent inspection by my licensor we reviewed some of the basic requirements which are important in case of emergency, some of which I will address with you today. 
State regulations require that attendance records be recorded by parents/caretakers and maintained on a daily basis.  Parents and/or caretakers are required to document their child’s daily attendance using their full signature, as well as noting the time of arrival and departure.  This must be physically documented by you at the times when children are dropped off or picked up.  We understand that you are busily on your way to work or home after a long day, and that it may be frustrating to get in the habit of signing in/out.  However, your assistance in keeping accurate records of your child’s attendance helps me monitor the number of children who are present at any given time, and aide in the safety of your child(ren).  
State regulations also require that before a child may attend a child care program the provider must have the proper documentation filled out by each parent.  This includes health, insurance, contact information for dentist and physician, as well as up to date immunization records completed on the state approved form.  To ensure that our records are up to date for each child, we are asking that you fill out the forms included with this letter.  Please help me to ensure that I am up to date on all information by filling in each area.  If it does not apply please indicate with N/A, none, etc.  
Feel free to speak with me if you have any questions.  Thank you for your assistance in helping me to maintain accurate records for your child.  
Sincerely,
Mairi Seraile

ESC Supervisor

