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PRIVACY ACT STATEMENT
Authority: 5 U.S.C. 301, Departmental Regulations; 10 U.S.C. 133, Under Secretary of Defense for Acquisition, Technology, and Logistics; 10 U.S.C. 2809 and 2812, Military construction of child care facilities; 42 U.S.C. Chap. 127, Coordinated services for children, youth, and families; 40 U.S.C. 490b, Child care services for Federal employees; 42 U.S.C. Chap 67, Child abuse programs; Pub.L. 101-189, Title XV, Military Child Care Act of 1989; and DoD Instruction 6060.2, Child Development Programs.
 
Purpose(s): Contact information (telephone number) is being collected so that the Child Care Facility will be able to contact you in case of an emergency.
 
Routine uses: Data will be used for any of the blanked routine uses authorized in the system notice and published in the Federal Register on February 17, 2012, copy available at
 http://dpclo.defense.gov/Privacy/SORNsIndex/DODComponentArticleView/tabid/7489/Article/6345/s34010.aspx. 
 
Disclosure: Voluntary; however, failure to provide your contact information may result in our inability to contact you in case of an emergency.
 
Rule of use: Rules for collecting, using, retaining, and safeguarding this information are contained in DLA Privacy Act System Notice S400.20, entitled "Day Care Facility Registrant, Applicant and Enrollee Records" available at: http://dpcld.defense.gov/Privacy/SORNsIndex/DOD-wide-SORN-Article-View/Article/570257/s40020/
 
DLA Program (Circle One)
 
CDC         Schoolage         Youth 
Ages of children:
 
CDC (months)                 SAS/Youth (years) 
Date
 
 
0530
0600
0630
0700
0730
0800
0830
0900
0930
1000
1030
1100
1130
1200
1230
1300
1330
1400
1430
1500
1530
1600
1630
1700
1730
1800
1830
1900
1930
2000
2030
Children 
Staff
CHILD'S NAME
TIME IN
PARENT'S SIGNATURE
POINT OF CONTACT
PHONE NUMBER
TIME OUT
PARENT'S SIGNATURE
DAY MOVEMENT
TO
TIME OUT
INI
GROUP TRANSITION CHART
Codes:         C=Classroom   W=Walk   PG=Playground    SE=Special Events   INI=Initials  
         E=Evacuation   F=Field Trip   N=Name to Face    
Count 
N to F
Time Out
Count
 N to F
Initials
Time In
Code
If C Code, room # 
Initials
CHILD'S NAME
TIME IN
PARENT'S SIGNATURE
POINT OF CONTACT
PHONE NUMBER
TIME OUT
PARENT'S SIGNATURE
DAY MOVEMENT
TO
TIME OUT
INI
GROUP TRANSITION CHART
Codes:         C=Classroom   W=Walk   PG=Playground    SE=Special Events   INI=Initials  
         E=Evacuation   F=Field Trip   N=Name to Face   #=Number of Children 
Count 
N to F
Time Out
Count
 N to F
Initials
Time In
Code
If C Code, room # 
Initials
INSTRUCTIONS
Note:  Use this form as the official "Child Sign In/Out Sheet" for each classroom; for Ratio documentation throughout the day; and as a "Transition Tracking Sheet" for both an individual and group movement.
1.  Self explanatory. 
 
2.  Ages of Children:  CDC (months) - Enter age range of children; School Age & Youth (Years) - Enter age range for children
 
3.  Conduct a ratio count every 30 minutes from 0530 (or when the Center opens) until 2030 (8:30 or until closing).  Record the count at the appropriate time along with the number of staff during the time of the count.
 
4.   Parents must sign in their child(ren) on their assigned classroom's DLA Form 1851 as well as sign them out at the end of the day to document the time for both.  An accurate emergency contact phone number must be provided by the parent. 
 
5.  If a child is moved, transitioned, or leaves the classroom for any reason during the day, the teacher must sign them out in the "Movement - Out" column and record where they are going in the "To" column with the initial of the person receiving the child.  If the destination is a classroom, the gaining classroom must sign the child in on the DLA Form 1851. 
 
6.   When classrooms are combined, the DLA Form 1851 (for all applicable classrooms) will go to the classroom where the children are physically present.  For example, if rooms 13 and 14 are combined in room 14, room 14's binder will contain the DLA Form 1851 for rooms 13 and 14.  No more than three classrooms should be combined.   
 
7.  When room 13 transitions to its own classroom, the teacher will remove the DLA Form 1851 from room 14's binder and place it in the binder for room 13.  The section of the form "Group Transition Chart" will be used to record the movement of the entire group/classroom.  When room 13 leaves from room 14, the Group Transition Chart will be used to annotate  the movement of the group.  Use Codes to document in the "C" column the movement.  Indicate the room number (room 13 from the example) in the next column "If C Code, room #" and the time of transition in the "Time" column.  Under the "Transitioning" column, staff receiving the children (room 13) should initial in the "In" column and staff transferring responsibility (room 14) should initial in the "Out" column.  A Name-to-Face and count will be conducted prior to leaving room 14 and upon reaching the destination (room 13) and documented.  
 
8.  Under the "Group Transition Chart," additional codes are provided for various types of group movement/transitions during the day.  The same process will be used similar to transitioning/separating combined classrooms. 
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