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Homebound Data Management Procedures
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	Comprehensive Procedure Outline

	Category:
	Instructional Management
	Department:
	Homebound Services

	Procedure:
	Homebound Data Management Procedures:

Homebound Assignment, Scheduling, Attendance and Grades for Students Being Served on Homebound

	Policy Reference: IM 4.162
	Version: 1.0
	Date: January 5, 2010

	Strategic Objectives

	· Improve collaboration between schools and homebound providers

· Ensure capacity and plan for student return to the zoned school or school of IEP implementation.
· Establish standardized method of managing data for all homebound students to ensure clarity and understanding by teachers and staff

· Increase accuracy and stability of data that is maintained on students who access homebound services

· Improve transition/re-entry for students who access homebound services with accurate information of dates of service

	Operational Goal

	· Maintain student data in the student’s zoned school

	Procedure

	A. Notification of Homebound Students
1. Notification will be sent to the zoned school from Homebound Services
1.1 Provide student’s full name, Student ID number, and date of enrollment or withdrawal in the homebound program
2. Homebound Services will assign the student to a Homeroom of either HBP (Homebound-Pregnant) or HBM (Homebound-Medical).

3. The Data Quality & Integrity (DQI) office will mass assign attendance for all homebound students being served in the Davidson County Jail. These students will also be assigned to a Homeroom of HBCJ.
4. At the end of a school year, (to facilitate planning by the zoned school) the Homebound office is responsible for notifying the Data Quality & Integrity office of any students who will be continuing homebound in the coming year as well as those who will not be attending the program. This is for the purpose of schools continuing scheduling for the student for the coming year
B. Assigning Homebound Student to a Homeroom and Resource Roster 
1. Homebound Services will maintain data in Chancery on Medical and Pregnant Homebound students

2. Data Quality & Integrity (DQI) will maintain data in Chancery on students who are serving time in the Davidson County Jail
3. Homebound students will be assigned a homeroom as follows:

3.1 HBP – Homebound-Pregnant

3.2 HBM – Homebound-Medical

3.3 HBCJ – Homebound-County Jail
4. Identification of homebound students will be maintained through the resource roster assignment at the zoned school

C. Scheduling of Homebound Students

1. Medical and Pregnant Homebound students will continue to have their schedule in their zoned school
2. County Jail Homebound students will be scheduled in Chancery based on services provided in their IEP

D. Recording Attendance for Homebound Students
1. The Homebound office or DQI will mass assign attendance will in Chancery with the attendance code of H-Homebound for the duration of the service. This attendance code will report to EIS as Present
2. Attendance calculations have been set at each school to calculate daily attendance based on the 1st period entry
3. At the end of the student’s participation in a program or at the end of a school year; student cumulative attendance reports must be filed in the student’s cumulative record by the zoned school
E. Grading

1. 9 week grades are sent to the zoned school and entered by the school in the student’s record
2. Homebound staff should be aware of deadlines for grade entry
3. The zoned school will be responsible for generating and printing and/or mailing report cards for their students. 
4. At the end of the year, transcripts can be run by the zoned school 
F. Students Exiting from Homebound Status
1. The Homebound provider notifies either the zoned school or the DQI office when a student is being exited from homebound status
2. Adjustments are made by either the Homebound or the DQI office at the zoned school:
1.1 The Homebound provider or DQI (whichever the case) enters the End Date on the school’s Resource Roster
1.2 The Homebound provider or DQI (whichever the case) clears the H-Homebound attendance code for any future days the student was not on homebound
1.3 The Homebound provider communicates with the zoned school counselor the educational status of the student 
1.4 The zoned school is responsible for changing the Homeroom of HBP, HBM, or HBCJ to the correct Homeroom name
1.5 The school is responsible to make sure the student returns to school and regular attendance is entered in Chancery
G. Other Student Data Maintenance for Program Students

1. Homebound staff should notify the zoned school of any address changes.
2. If a student address change causes a change in the student’s assigned school:
2.1.  Communication is made with the zoned school counselor to determine the best program for the student. 

2.2. If this entails changing schools, notification must be made with the parent. Guidance should be provided to the parent regarding their options for schools the student is eligible to attend 

	Critical Success Factors

	The following are required for the successful implementation of this procedure:

· The zoned school and homebound staff are informed and trained on the procedures
· Ongoing communication between homebound staff and schools is maintained to ensure that student transition to and from homebound services is effective
· The zoned school and homebound staff observe and adhere to data entry deadlines


	Performance Measure/Accountability

	· Survey will be issued to both zoned schools and homebound staff to obtain feedback on the effectiveness of these procedures


	Results

	· Efficient identification of homebound students within zoned schools will be facilitated
· The attendance and grades for homebound students are effectively maintained
· Homebound staff may create reports for students assigned to them at each school
· Program data management will allow zoned schools to create reports that include or exclude student data on homebound students as appropriate for the type of analysis or reporting being performed



Page 1

