
Training

Learning to Complete Attendance Sheets Correctly



Introduction

• What is an Attendance Sheet? 
– Documentation required by the California 

Department of Education and City of Santa 
Monica that providers submit for payment.

– It represents who is responsible for the child.
– It is a legal record for the parent, provider, 

Connections For Children, and the funders.
– It is not an invoice or Provider Payment 

Request (PPR) – Stage 1



Introduction cont.

• What are you going to learn in this training?
– How to properly complete an attendance sheet 

without any errors.
– How to avoid most common errors



Agenda

• How to complete an attendance sheet
– What is a complete and accurate attendance sheet?

• Signatures (Parent’s/Provider’s)
• Time In and Out
• Reporting absences
• Ink Pens Only
• Original Attendance Sheet

• Most Common Errors
• Questions and Answers



Overview 
• We want all providers to get paid for service they provide.
• We need attendance sheets to be completed correctly.
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How to Complete an 
Attendance Sheet

• Parent’s Signatures
• Provider’s Signatures
• Time In and Time Out
• Absences
• Use an Ink Pen Only
• Original Attendance Sheet



Sample Attendance Sheet
Family and 
Provider’s 

Information
Child’s hours 

and days 
authorized

Parent’s 
signatures 

ONLY

Provider’s 
ONLY time 
in/time out 

and signatures

Parent’s or 
Authorized 

Person’s time 
in/time out 

and signatures



Parent’s Signature
First & last name or legal 

signature on every line
Sign in & out exact times 

on every line
All parent’s signatures 

need to match
No Initials will be 

accepted
Authorized person may 

sign in and out child if 
they are registered with 
CFC. Parent’s Signatures ONLY

Parent’s or Authorized 
Person Signatures



Provider’s Signatures
First & last name  or 

legal signature on every 
line

Sign in & out exact 
times on every line

All provider’s 
signatures need to 
match

No Initials will be 
accepted

Provider’s Signatures ONLY



Four Scenarios for Provider’s 
Signatures

If you don’t pick-up or drop off child
If you drop off the child
If you pick-up the child
If you pick-up and drop off the child



If you don’t pick-up or drop off the 
child

Sign at the bottom of the attendance sheet at the end of the month.

You just sign here



If you only drop off the child
Sign your first and last name on each line
Enter the exact time you drop off the child
Sign on the provider line at the bottom of the attendance sheet 

at the end of the month

Sign here

Enter exact times



If you only pick-up the child
Sign your first and last name on each line
Enter the exact time you pick-up the child
Sign on the provider line at the bottom of the attendance sheet at 

the end of the month

Sign here

Enter exact times



If you pick-up & drop off the child
Sign your first and last name on each line (provider signs twice/day)
Enter the exact times you drop off and pick-up the child
Sign on the provider line at the bottom of the attendance sheet at 

the end of the month

Enter exact times & sign here



Time In and Time Out
• Exact Time

– Time by the minute
• Examples: 

8:01am, 4:36pm, 
12:08pm, 9:39am

• Under no circumstances 
round off times, use 
exact times only (see 
above for examples of 
correct times)

• When ever you sign in 
or out the child, you 
need to use exact times 
(parent/provider)

Parent or Authorized 
person ONLY Time 

In & Time Out

Provider ONLY Time 
In & Time Out



Reporting Absences

• Parents are required to report ALL absences 
on the back of the attendance sheet. 

• If a child is absent for 3 consecutive days the 
parent and the provider are required to 
report it to their program/provider specialist. 



Reporting Absences cont.

• Date
• Reason
• Parent’s Signature

Date, 
reason for 
absence 

and 
Parent’s 

Signature 
ONLY



Use an ink pen ONLY

• Pencil and white out are NOT ACCEPTED.  
• If you need to make a correction, please put a 

line through the incorrect information, initial it, 
and write in the correct information.



Original Attendance Sheet

• NO copies
• NO Faxes
• ONLY Connections For Children Attendance 

Sheets



Most Common Errors

• Provider signing in times for parent or vice versa
• Missing signatures
• Rounding off times
• Not reporting absences correctly



Provider Signing In Time For Parent           
or Vice Versa

Provider  signed 
times for parent

NOTE: Different 
color ink



Missing Signatures

Missing 
signature

Time out on 
incorrect 
column



Rounding Off Times
Provider rounding off times



Not Reporting Absences Correctly

Missing 
Parent’s 

Signature



Where to Get More Information
• Contact Payments Department

– (310) 452-3325

• California Department of Education – Child 
Development Division
– 1430 N. Street

Sacramento, CA 95814


