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Truancy Referral Process 
Purpose:

To establish a consistent truancy referral process and response to truancy and absenteeism for youth ages 8-16 in all schools within York County. 

Policy: 

York County Children & Youth Services (YCCYS) will accept truancy referrals on children 8-16 years of age.  There should be an understanding among the school district personnel that the initial responsibility to address truancy rests with them.  Every effort should be made to keep youth in school and reduce referrals to York County Children & Youth Services.  The Juvenile Act of Pennsylvania states that children of this age, who fail to comply with the compulsory attendance provisions and is habitually truant, may be referred to the Agency, subject to the procedures set below. 

Procedure:

1) Truancy Preventative Services on Children Ages 8-16:
At the 3rd Unexcused absence or other truancy concerns:

The school will provide the parent/guardian with written notice once a child is absent 

three (3) days without lawful excuse during the current school year. 

· This notice shall notify the family of the concern.

· This notice shall notify the family of the school’s policy regarding the concern.

Within 24 hours, the school will copy YCCYS on this notice via email or fax. The school 

will send as much of the following information as possible: phone numbers, addresses, 

and email addresses (if applicable). 

The Truancy caseworker will complete all of the following within 3 business days (following receipt of the above information):
· Run the family’s information through all databases to assess the family’s current status with YCCYS and Juvenile Probation (JPO). 
· Print any of the family’s history from the databases and will attach this paperwork to the referral paperwork. 
· Document the appropriate information into the Truancy team’s tracking database. 

If the agency is currently active with the family the Truancy caseworker will:

· Notify school personnel of the current assigned caseworker’s name and contact information. (Truancy worker will document this contact and attach it to the referral paperwork.)

· Forward the notice to the assigning Truancy supervisor who will  forward the information to the assigned caseworker.

· The assigned caseworker will complete the following process.

        If the agency is not active, the Truancy caseworker will:

· Forward a copy of the school’s written notice to the assigned JPO, if applicable.

· Initiate contact with the parents/caregivers via phone and resource letter.

· Inform the family that truancy is a dependency issue and continued truancy will trigger YCCYS involvement.

· Offer Family Group Decision Making and any other applicable/appropriate community services. 

· Notify the family of how to obtain any needed services.

· At the family’s request, will make the referral to Family Group Decision Making and assist them in obtaining any other services they are interested in.

· Obtain a signed release of information from the parents/caregivers prior to making any necessary contact with the child. 

· Forward the notification to the assigning Truancy supervisor who will file the notification and any additional documentation appropriately.

· Attend all truancy-related meetings regarding the child or family, only after parental permission has been obtained by school personnel.

2) Truancy Referrals on Children Ages 8-16:
At the 6th unexcused absence: 

Once a child is absent six (6) days without lawful excuse, within the current school year, the School District can make a determination to refer the child.  There should be an understanding among the school district personnel that the initial responsibility to address truancy rests with them. Every effort should be made to keep youth in school and reduce referrals to YCCYS. The Juvenile Act of Pennsylvania states that children of this age, who fail to comply with the compulsory attendance provisions and is habitually truant, may be referred to YCCYS, subject to the procedures set below.

School personnel will make a referral to YCCYS by verbally notifying the Truancy caseworker, Truancy supervisor, or YCCYS. School personnel will accompany their verbal referral (via fax, email, or mail) with all or as much of the following as possible: 

· Child(ren) names, Parent(s)/ Caregiver(s) names, Child’s home address and contact information.

· Child’s school district of residence.

· Most recent attendance, behavior, and academic reports.

· Contacts with the child’s parent(s) or guardian(s), within the current academic year to discuss attendance concerns. 

· Written notices sent to the parents requiring written medical excuses after a certain number of days have been missed. 
· Evidence of internal efforts made, such as referring the child to an assistance program or an alternative classroom setting. 

· Individualized Education Plan(s).

· Documentation of citations to the District Justice (MDJ) within the current academic year.

· Documentation of school and family conferences (i.e.; CASSP, Truancy Elimination Plan, Family Group Decision Making Conference, etc.), which discussed the cause of the child’s truancy. There should be at least three good faith attempts made by the school district to schedule and hold this meeting.
· Copies of any mutually developed and agreed upon plans from any conferences held with the family (i.e.; CASSP, Truancy Elimination Plan). 

· Documentation of any upcoming truancy-related meetings regarding the child.

3) Upon YCCYS receiving a truancy referral:

The recipient of the referral will immediately complete all of the following: 

· Complete all Intake and Referral paperwork.

· Run the family’s information through all databases to assess a family’s current status with YCCYS and Juvenile Probation (JPO). 
· Print any of the family’s history from the databases and will attach this paperwork to the referral paperwork.
If the agency is currently active:  

· Forward the completed Intake and Referral paperwork to the assigning Truancy supervisor who will:

· Make a determination to accept or not accept the referral for assessment.  

· Speak with the assigned caseworker’s supervisor.

· Document the child’s status in the Truancy team’s database.
· Contact the Referral Source and notify them of the assigned caseworker’s name and contact information.
· Forward the referral paperwork to the assigned caseworker, if appropriate.

· The assigned caseworker will then complete the assessment process listed below.

If the agency’s Family Support Unit is currently closed but was active with 

the family within the past 6 months :  

· Forward the completed Intake and Referral paperwork to the assigning Truancy supervisor who will:

· Make a determination to accept or not accept the referral for assessment.  

· Speak with the assigned caseworker’s supervisor.

· Document the child’s status in the Truancy team’s database.
· Contact the Referral Source and notify them of the assigned caseworker’s name and contact information.
· Forward the referral paperwork to the assigned caseworker, if appropriate.

· The assigned caseworker will then complete the assessment process listed below.

If the agency is not active: 


· Forward the completed Intake and Referral paperwork to the assigning Truancy supervisor who will:

· Make a determination to accept or not accept the referral for assessment.  

· Document the child’s status in the Truancy team’s database.

· Contact the referral source to notify them of any determined plan of action for any cases that have not been accepted for further assessment. 

· Forward the referral paperwork to the Truancy caseworker who will complete the assessment process listed below.

Assessment Process (not to exceed 60 days)
· Initiate contact with the assigned JPO, if appropriate.
· Complete a full assessment on the child/family, which will include, but not be limited to the following:

· Make contact with the child within the assigned response time.

· Notify the child, parents/guardians of the allegations.

· Safety Assessment will be completed on all children living in the home.

· Assessment of the home environment.

· Interviews to include but not limited to children, parents/guardians, and other household members.

· Offer and make all necessary referrals to all applicable services, to include but not limited to, Family Group Decision Making. 

· Assist the family with obtaining needed services.

· Family Finding process will be completed, if applicable.

· Obtain and forward signed releases for all medical, educational, and any other agencies involved with the child/ family. 

· Ensure all records are received from every involved agency. 

· Will attend any school meetings as determined appropriate and necessary. (YCCYS must consult with the family prior to attending the meeting.)

· During their entire assessment (and if the family has been “accepted” for services) will initiate contact and work collaboratively with the family, District Magistrate Judge, and JPO (if applicable). 

· Attend all district magistrate and court truancy hearings regarding the family. (YCCYS must consult with the family prior to attending the hearing.)

· Contact YCCYS solicitor to determine the extent of court involvement needed.

· Notify solicitor of all parties to be subpoenaed when court involvement is necessary.

· Will discuss their assessment of the family with the District Magistrate Judge, JPO (if applicable), and Truancy supervisor prior to making a case disposition. (Truancy supervisor must approve the disposition.) 

** This policy also applies to children who are below the age of 8 and have been enrolled in school and children who are 16 years of age.**

**All cases will be handled on a case by case basis.**
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