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ATTENDANCE RECORD INSTRUCTIONS 
  

Please follow these rules and instructions when completing Attendance Records. Submitting 

inaccurate or incomplete Attendance Records can delay your payment. 

 

RULES FOR COMPLETING ATTENDANCE RECORDS 
1. Use an ink pen only. Do not use pencil, white out, and erasable ink. 

2. Submit Attendance Records no later than 60 days from the last day of the month of service. 

Attendance Sheets submitted after the 60-day mark, may result in non-payment. 

3. Ensure all information at the top portion of the Attendance Record is complete and correct 

prior to using it. Do not use incomplete or incorrect Attendance Records. 

 

4. Acknowledge and collect information and signatures for the Family Fee Certification & 

Receipt section, if applicable. Only complete this section if parent has a Family Fee.  If this 

section is not completed for a parent with a Family Fee, payment will be held until proof of 

payment (i.e. a receipt) is provided to the Payments Division. 

 

IMPORTANT REMINDERS 

• Attendance Records are due by the fifth day of the month unless otherwise noted on the 

Reimbursement & Fiscal Schedule. 

• Review the Attendance Record carefully before submitting it to Pathways LA. 

• Missing or incorrect information may result in payment delay and or non-payment. 

• Reimbursements are issued in accordance with the Reimbursement & Fiscal Schedule. 

• For questions about your reimbursement amount, contact the Payments Division. 

• For case-related or non-reimbursement questions or to report changes within 5 business 

days, contact your Program Specialist. 
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INSTRUCTIONS FOR READING AND COMPLETING ATTENDANCE RECORDS 
Steps 4 and 5 apply only to children with a split schedule. (e.g. Child left the facility to attend school but 

will return after school for additional services.)  
 

1. Indicate the date. 

2. Indicate the day. 

3. Enter the exact time child care services begin. 

4. Enter the exact time child left the facility. 

5. Enter the exact time the child returned to the facility. 

6. Enter the exact time child care services end. 

 

7. When a child is absent, complete the absences section on the back of the Attendance 

Record. 

 

8. Sign and date the Attendance Record at the end of the service month. Both Parent and 

Provider must sign. 
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