Attendance and Membership Hours  - * This is recorded in your student information system or turned in to the MARSS person within your district for home visits, speech-only Early Childhood students, non-public, and service provided in community settings (Head Start/ECFE).  (See attached example of documentation form)
Attendance

For students with an IEP/IFSP, attendance should include time that students were both scheduled to attend and actually participated in the instructional activities.  It excludes time students were scheduled to attend but were absent.  Eligible indirect services may be claimed as attendance as well.

Membership

Membership generally includes the time students were scheduled to attend.  It includes time the students were absent, for up to 15 days.  Days on which students are not scheduled for services will not generate membership.  For auditing purposes, indirect services need to be documented for each student in a student contact log or daily record.  

· Lunchtime (for students in all day programs) is ineligible to claim as membership for both Early Childhood and Kindergarten-disabled students.  
· When an entire school day is cancelled, for any reason, no membership is generated for any student.  However, when a school day starts late or ends early due to emergency circumstances (not a scheduled change), any EC or Kindergarten-disabled students who would normally generate membership that day continue to generate membership although they would be marked as absent.
· Membership for public school EC and Kindergarten students placed by the IEP/IFSP team in contracted community placements is eligible for be claimed on MARSS and thus generate general education revenue.  To be eligible, the tuition must be paid by the district.  In the case of Head Start, where no tuition is paid, membership may only be claimed for those hours during which the district expends resources towards successful inclusion of children placed.
Service Hours (Used in generating tuition billing)  - * These need to be turned in to your  MARSS reporter at the end of every year. (See attached forms for examples). The following students are required to have Special Education Service Hours entered on their MARSS records:   EC, HK, Shared Time. Students enrolled in a multi-disciplinary team teaching model.  
To be eligible for SPECIAL EDUCATION SERVICE HOURS, staff must have an appropriate State Board of Teaching license.  The time that students are receiving special education services from a licensed teacher or licensed related service staff person.   
· Physical Therapy Assistant, Speech Therapy Assistant, or paraprofessional time cannot be counted towards service hours.

Attendance/Membership Log:
Home visits, “Speech Only” Early Childhood, Non-Public, Home School, and 
Services in Community Settings (Head Start, ECFE)

	Student’s Name
	Date
	Attendance (hr.)
	Membership (hr.)
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· Membership = direct time + indirect time as listed on the child’s IFSP/IEP

· Attendance time should be the same as membership when the child is present

· Under membership hours, count hours when (1) everyone was in attendance, (2) parent cancelled, and/or (3) no one was home.

Participating Teacher/Special Service Provider: 

Date: 


