
ALLENDALE COUNTY SCHOOLS  

HOMEBOUND PROCEDURES  

FOR TEACHERS 

Definition  

Homebound Instruction, as defined in the State Department of Education defined minimum 
program, is to provide a minimum of 5 hours per week of instructional time. It is not intended to 
supplant a regular instruction program. 

Request Referral  

Request for Homebound Instruction is sent to the District Office to the attention of the Director 
of Special Services. The request is processed in accordance with State Department regulations. If 
not already complete, a Homebound Instruction form is filled out and sent to the student's 
Medical Doctor of certification. 

The Medical Doctor must indicate that Homebound Instruction is necessary due to the student's 

inability to attend a school-based program. It must include start dates and anticipated end dates 
of service. The Superintendent or designee must agree or disagree and sign authorizing the 

services prior to services beginning. 

Disapproval  

If either the Medical Doctor of the Superintendent/Designee, decline to authorize the service, 
then the request is returned to the individual or agency which initiated the request along with the 
reason for the rejection. The student will then be expected to attend school per law. 

Approval  

Upon authorization by the Superintendent/Designee, a prospective teacher is selected from those 
certified employees who have expressed interest in being Homebound Instructors. To the extent 
possible, a student's classification and the teacher's area of certification will be matched. A 100% 
match is not required by Allendale County Schools before service can begin. The selected 
teacher will be contacted to determine availability and whether they are interested in working 
with the student in question. 

Finding a Teacher 

A teacher who indicated they are willing and able to service homebound students may be 
required to sign an employment contract for this purpose. The contract will specially state the 
anticipated duration until the student returns to the school based program. 

Selection process will be repeated until the list is exhausted, not to exceed 10 days. After the 
teacher's list is exhausted, principals will be asked to assist in locating a Homebound Instructor. 
If an Instructor cannot be located, the matter will be referred to the Superintendent for resolution. 
 

 



Assignments  

Assignments are to be coordinated with the student's regular classroom teacher, contacts to be 

made a minimum of once per week. Completed assignments and/or tests are to be filed and 

recorded with the regular teacher. If you have difficulty getting assignments from a teacher, 

please contact Tenia Creech at the District Office for assistance. 

Time Requirements  

Homebound Instruction is to be for a minimum of 5 hours per week. Note: Homebound Instruction is 

NOT intended to meet all the requirements of the school-based program and is intended to be of 

short-term duration. 

Schedule  

The Homebound Instructor must establish a routine schedule as to the days and times he/she will 

be instructing the student. A copy of the schedule must be filed with the Director of Special 

Services and the Building Principal within 3 calendar days of services beginning. Variations 

in the schedule are permitted as long as they don't become routine. If the schedule must be 

changed, then a new copy must be filed. Once the schedule is set, the Homebound Instructor is 

expected to adhere to it. The parents/guardians must be provided a copy of the schedule and 

agree to the times indicated. 

Service Disruption  

If for any reason the Homebound Instructor is unable to serve a student on a given date it must 

be reported to the Director of Special Services and the parent of the homebound student as soon 

as the Instructor is aware of the disruption. Missed time is required to be made up as quickly as 

possible, within the next week following the missed date (s). Make-up time may be an extension 

of a regular session or it may be on a weekend, if the parent and instructor agree. 

If the disruption is long term due to illness or other factors, then the Director of Special Services will 

make the determination as to the employment of a replacement or substitute Homebound Instructor. 

Absences  

If a student is not present at the scheduled time, or the parent/guardian is not present during 

the scheduled time, the student is recorded as absent and the absence is reported to the school's 

PowerSchool clerk. Make-up time is not provided for any absence as a result of either the 

student or parent not being present for instruction. 

Reports  

Service Delivery Time Sheet - filed weekly - lists the dates and times the student was seen, make-up 

time will also be noted on this form, but as a separate entry. Each student served by a teacher will be 

reported on a separate form and signed by the parent/guardian. 



Progress Reports - filed monthly - A report of educational progress on each student served must 

be filed monthly and at termination of services with the Director of Special Services. As a 

minimum, the report will consist of: areas of instruction addressed, number of assignments 

completed by the student, teacher judgment as to the student's conduct, and cooperation of 

parents. 

For Special Education students, the progress report will be related to the IEP objectives. All 

other items will remain the same. 

Authorization Process  

The Homebound Instructor may NOT begin services prior to receiving a letter from the Director of 

Special Services granting authorization. Services are expected to begin within 5 days after the teacher 

receives the authorization. 

Upon service authorization, the parents will be notified via letter that Homebound Services have 

been authorized and of the teacher's name who will be working with the student.  

Parents will also be asked to contact the Director of Special Services if the teacher has not contacted 

them within 5 working days or if any disruption in services occurs. 

Teachers are required to notify the PowerSchool clerk at the student's school of the date services are 

to begin. 

Dismissal 

If determined by the administration that instruction is not being delivered as expected, the instructor 

may be replaced and another instructor assigned. 

Timesheets and Compensation 

Please be sure to fill out all of the information required on timesheets. This includes: parent's initials 

and signature, your signature and social security number, whether it is a regular or make-up time, the 

hours worked, etc. This is a State Department form and all information is required. 



What are the medical homebound teacher's responsibilities in the instruction process? 

The homebound teacher should 

 call the district's homebound instruction coordinator if medical homebound instruction does 

not begin on the anticipated date; 

 keep a time sheet that logs the hours and days that he or she has worked with the student; 

 notify the family or hospital if he or she is unable to attend a regularly scheduled session due 

to illness or an emergency; 

 notify the district's homebound instruction coordinator immediately if the teacher expects 

to be absent from the regularly scheduled sessions for more than a few days; 

 never arrange for a substitute without prior approval; 

 maintain close contact with the student's regular teachers and counselors to ensure that the 

student is working on the appropriate assignments and is receiving the appropriate grades or 

credit that he or she has earned; 

 keep documentation to ensure the student receives credit for the work that he or she 

accomplishes; 

 notify the building principal and the district's homebound instruction coordinator if one of the 

student's school-based teachers is not cooperating in the homebound instruction process; 

 consult periodically with the student's regular teachers regarding the long-term planning of 

the student's education program; 

 meet on a regular basis with the student and the family or hospital staff;  

 understand confidentiality requirements; 

 call the district's homebound instruction coordinator immediately if the student is absent from 

home at the scheduled instruction time and the session has not been cancelled by the family; 

 call the district's homebound instruction coordinator immediately if there are concerns about 

the safety of the situation in the home; 

 report (or cause a report to be written) to the Department of Social Services or to local law 

enforcement if he or she believes that the student's physical or mental health or welfare has 

been or may be adversely affected by abuse or neglect; 

 maintain written documentation of work assigned, student absences, and meetings with 

parents and school staff; 

 call the district's homebound instruction coordinator if there are problems with school 

personnel, the family, or the student; 

 remember that motivation can be a problem with a sick or injured student;  

 notify the district's homebound instruction coordinator and the school contact person as soon 

as it is known when the student will return to school; and 

 return assignments, books. and materials to the school when the student is authorized to 

return to classes. 


