
 

 
 

 

 
Stage 1 Attendance Sheet Checklist 

 
To avoid payment delays, it is important that you follow Attendance Sheet guidelines and review your 
Attendance Sheet for accuracy before you submit for payment. Ensure the following:  
  

 A full signature and exact time is indicated at the time in for each day of care (using same pen)  
 Middle section was used only for reporting additional time in and out of care within the same day 

such as when child attended school; exact time is recorded with provider initials.  
 A full signature and exact time is indicated at the time out for each day of care (using same pen)  
 Any Family Fees owed by and collected from the parent are recorded at the bottom of Attendance 

Sheet 
 Any child absences or variations of approved schedule are explained in the comments column.  
 Bottom of Attendance Sheet has a full signature and date from client and provider; all signatures 

are consistent throughout the attendance sheet  

 

Example of a 

child in care full 

day: parent 

signs.  
6. Child in care before and 

after school: Provider 

initials middle column 

when child goes to and 

from school.  

Example of a child 

in care after school 

only: Provider 

signs at school pick 

up (first entry), 

parent signs out in 

evening.   

5. Example of a child in 

care for morning only: 

Parent signs in morning, 

provider signs at school 

4.Example of a comment 

explaining child absence.  Recording family fee paid.  

7. Full signatures at end of 

month.    


