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ý Use either blue or black ink (no pencil or red ink). 

ý DO NOT WRITE the number of days in the Days Attended column. 

ý DO NOT use white out. 

ý Fax the attendance roster. 

ý If it is not pre0printed, write the provider’s name, address, phone number, and ID 

number in the top left corner. 

ý If it is not pre0printed, write the child’s name in the space provided. 

ý Use the key at the bottom left corner of the attendance roster for roster 

instructions. 

ý When enrolling a new child put an “S” for start date on the first day/box that the 

child physically attends care. 

ý If a child is absent during the month, mark those days/boxes with an “E” for 

excused absence. 

ý If the provider is unavailable or closed and cannot provide care during the month, 

mark an “N” on the closed day/box (this includes excessive holiday days). 

ý Termination of care during the current month should be marked with a “T” on the 

day/box following the last day of care. 

ý For the child that has no absences during the month and attends every day, write 

or stamp on the attendance line, across the boxes, “no exceptions.” This 

includes children who begin (S) and end (T) care in the same month.  

ý Any child with an empty attendance line for the month will not be reimbursed that 

month and will be reimbursed the following month with submission of a 

corrected attendance roster. 

ý A “C” on the attendance roster is ONLY used when a provider has a temporary 

closure beyond their control, i.e., hurricane, broken pipes, etc., and must be 

approved by the Provider Services Department. 

ý Attendance rosters that are pre0printed with an “H” (Holiday) will need to be 

marked with the words “No Exceptions” if the child does not miss any other 

reimbursable days or “E’s” for any absences other than the Holiday. 

ý Termination of care during the current month should be marked with a “T” 

(Termination) on the day following the last day of care and include any 

applicable attendance before the “T” (i.e., “No Exceptions” or “E” for absences).  

ý If a child was terminated during the previous month, write a “T” on the first day 

of the current month’s attendance roster, even if the first day has a pre-printed 

“H” (Holiday). 

ý Attendance rosters will not be accepted and will be returned to the provider’s site 

if they appear to be altered in any way – this includes the use of white0out. 

ý Attendance rosters received without signatures will be returned for signature 

which will delay payment. 

  




