Early Learning
\! \ Coalition

OF PINELLAS COUNTY

VPK Child Attendance and Parental Choice Certificate
OEL-VPKo3L (Long Form) / OEL-VPKO03S (Short Form)

All Providers who receive VPK funding from the Division of Early Learning are Required to complete a
VPK Child Attendance and Parental Choice Certificate every month for every child enrolled in the VPK
program. A provider may choose the format they wish to use: OEL-VPKo03L (Long Form) Or OEL-
VPKo03S (Short Form).

Providers are required to upload the VPK Long Form (LF) Or Short Form (SF) and Sign In Sign Out (SISO)
sheets (a requirement with the use of the Short Form) each month to the Provider Portal Document Library
folder named: Monthly VPK Long / Short form & SISO. The LF or SF & SISO have the same due date as the
VPK attendance roster. The due by date is stated in the VPK attendance roster screen in the Provider
Portal.

Long Forms & Short Forms are Required to be completed in Ink.
The use of White out is NOT allowed.

If a VPK provider chooses to use the Long Form:
e A Provider should enter attendance in the form of an X (Present) on the VPK Instructional days
the child attended. Do not mark attendance on scheduled Non-Instructional days.
¢ A Provider may choose not to mark the child's daily attendance, in this case the provider is required
to attach a monthly sign in sign out sheet that meets Rule 6M and that is implemented and
maintained by the PROVIDER, and which accurately documents attendance and absences for every
enrolled child funded through the Coalition.

If a VPK provider chooses to use the Short Form:

e The Provider is required to attach a monthly sign in sign out sheet that meets Rule 6M and that is
implemented and maintained by the PROVIDER, and which accurately documents attendance and
absences for every enrolled child funded through the Coalition.

The Parent/Guardian is required to print their name, enter their signature and date the VPK Child
Attendance and Parental Choice Certificate on a monthly basis, no sooner than the last VPK Instructional
day in the month that their child attends and no later than the third (3) ELC business day of the next
month to affirm Parental Certification of child’s attendance.

Providers are contractually obligated to retain the VPK attendance documentation in accordance with
Coalition's records retention requirement established in accordance with s. 1002.84(10), F.S. and as stated
in the Statewide contract.

Please know; the retention of records requirements of the Early Learning Coalition of Pinellas, Inc. is
five (5) years, not two (2) as required by the Division of Early Learning. Providers in Pinellas County are
required to submit the last five (5) years of records to the Coalition if a provider’'s contract becomes
terminated for any reason.

Revised 07-01- 1



Early Learning
\! \ Coalition

OF PINELLAS COUNTY

Authorized Signature is the authentic signature of the client of record whether the parent, the guardian
or other authorized person at least 16 years of age that is not the childcare provider. The signature must
be written in ink, as pencil is not allowed. An authorized signature may also be in the form of an
electronic attendance-tracking system as long as it meets Rule 6M and is maintained at the provider site
to validate the attendance data. This Coalition policy and procedure is inclusive to all providers receiving
Voluntary Prekindergarten (VPK) funding.

General Information:

¢ \When making changes to the attendance roster after a rejection, click SAVE after
each child's attendance has been corrected before re-submitting the attendance.

e [fachild's attendance was rejected due to the LF/SF needing a correction, the LF/SF should be
corrected and re-uploaded and the child's attendance re-submitted as soon as possible.

e Did you know that your document library is an on-line file cabinet? You can see everything that
is uploaded into each folder. When uploading documents if you are not sure that the last
document was uploaded, please check to see if it is there instead of uploading the same file
again.

e [fitis determined that the child will NOT be returning to the VPK program and the parent has not
completed their part, at the bottom of the LF or SF the provider should write the following
statement: No longer attending, unable to get parent signature, then Initial & date (with the
date of the day they are initialing) next to the written statement.

e Prior to scanning and uploading attendance documentation, a provider should review the
LFs/SFs for errors and make any needed corrections. This would reduce the number of
attendance rejections.

e \When uploading a scanned document, the file size limit is 2MB.The use of highlighters or
colored paper takes up more “digital space” when scanning. Some scanners have the
capability of compressing the file. If your site's copier/scanner does not have this capability,
you will need to separate the paper forms into multiple files.

e LF or SF with SISO should be separated by classroom and placed in alphabetical order prior to
scanning. LF or SF with SISO can be uploaded by classroom or by child.

It is extremely important to use the following file naming format, as this is how we search for uploaded

documents.
Scanned File names should be labeled as follows: Month Year Classroom ID = August 2025 AF25

If additional information is needed add it after the Classroom ID:

August 2025 AF25 Revised, August 2025 BF25 Smith, August 2025 BF25 Smith revised,
August 2025 CF25-1, August 2025 CF25-2, August 2025 AF25 LF, August 2025 AF25 SF-SISO
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Completion of the OEL-VPKo3L also referred to as the VPK Long Form (LF):

e #1 Child First Middle Last name: The printed Legal name of the child as shown on the VPK
Certificate of Eligibility (COE) & as seen in the VPK attendance roster. If a nickname is used it must
in addition to the Legal name & be in parenthesis = Thomas (Tommy) Doe.

e #4 VPK class: Class ID should be AF25 - BF25 - CF25 etc..

o The first letter A, B, C indicates the VPK classroom, the F/S indicates the program type Fall
or Summer, the numbers are the VPK program contract year 2025-2026 = 25,

e The date of each day should be entered into the small box located on the upper left side of the
calendar day box.

e The child's attendance should be entered into the small box located in the lower right side of the
calendar day box.

e When a child is Present an X must be entered.

e \When a child is Absent either of the following can be used: leave the attendance box blank
OR enter an A for absent.
e Ifthereis no scheduled VPK Instruction whether the school is closed or open any one of the

following can be used: leave the attendance box blank, enter C for closed or N for non-
instructional.

e A VPK child’s Parent/Guardian is required complete Boxes #8, 9 &10 of the LF.

The Provider should NOT print the Parent/Guardian name in box #8 or enter a date in box #10.
The LF should NOT be completed prior to the child's last VPK Instructional day of the month.

e #8 Parent/Guardian First Middle Last name: The parent/guardian who is signing the LF
should print their name as shown it is on the child's VPK Certificate of Eligibility.

e #10 Date signed: The date the parent completes boxes #8, 9 & 10.

e \Xhen making a correction, the provider should do the following:

o If the error was made by the provider, the provider should “strike one line through the
incorrect information”, enter the correct information” then their Initials & the date (with
the date of the day they are initialing) next to the correction.

o If the error was made by the parent/guardian, the provider should Initial & date (with the
date of the day you are initialing) next to the error. Do not change the date the parent
has entered in box #10.

o Ifaparent does not print their name in box #8 or enter the date in box #10, the
provider should Initial & Date next to the blank box, not in the blank box.

e Thereason that providers are required to Initial & Date when making a change to a LF is, the LF is
considered the child's official VPK attendance documentation and the State Auditors need to
know who made the change & when.

e A VPK child's Parent/Guardian is responsible for completing their part of the LF.

e A Provider is responsible for making sure the parent/guardian completes their part correctly.
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Completion of the OEL-VPKo03S also referred to as the VPK Short Form (SF):

e #1 Child First Middle Last name: The printed Legal name of the child as shown on the VPK
Certificate of Eligibility (COE) & as seen in the VPK attendance roster. If a nickname is used it must
in addition to the Legal name & be in parenthesis = Thomas (Tommy) Doe.

e #4 VPK class: Class ID should be AF25 - BF25 - CF25 etc..

e Thefirst letter A, B, C indicates the VPK classroom, the F/S indicates the program type Fall or
Summer, the numbers are the VPK program contract year 2025-2026 = 25.

e A VPK child’s Parent/Guardian is required complete Boxes #6, 7 & 8 of the SF.

e The Provider should NOT print the Parent/Guardian name in box #6 or enter a date in box #8.

The SF should NOT be completed prior to the child's last VPK Instructional day of the month.

e #6 Parent/Guardian First Middle Last name: The parent/guardian who is signing the SF

should print their name as shown on the child's VPK Certificate of Eligibility.

e #8 Date signed: The date the parent completes boxes #6 & 7.

e Ifachild's attendance was rejected due to the SF needing a correction, the SF should be
corrected and re-uploaded and the child's attendance re-submitted as soon as possible.

e \When making a correction, the provider should do the following:

o Ifthe error was made by the provider, the provider should “strike one line through the
incorrect information”, then enter the correct information” then their Initials & the date
(with the date of the day they are initialing) next to the correction.

o Ifthe error was made by the parent/guardian, the provider should Initial & date (with
the date of the day they are initialing) next to the error. Do not change the date the
parent has entered in box #8.

o Ifaparent does not print their name in box #6 or enter the date in box #8, the provider
should Initial & Date next to the blank box, not in the blank box.

o The reason that providers are required to Initial & Date when making a change to a SF is
the SF& SISO are considered the child's official VPK attendance documentation and the
State Auditors need to know who made the change & when.

e A VPK child's Parent/Guardian is responsible for completing their part of the SF and the SISO.
e A Provider is responsible for making sure the parent/guardian completes their part correctly.

Revised 07-01- 4



	VPK Child Attendance and Parental Choice Certificate OEL-VPK03L (Long Form) / OEL-VPK03S (Short Form)
	Long Forms & Short Forms are Required to be completed in Ink.
	Please know; the retention of records requirements of the Early Learning Coalition of Pinellas, Inc. is five (5 ) years, not two (2) as required by the Division of Early Learning. Providers in Pinellas County are required to submit the last five (5) y...
	General Information:
	It is extremely important to use the following file naming format, as this is how we search for uploaded documents.

	Completion of the OEL-VPK03L also referred to as the VPK Long Form (LF):
	 A VPK child’s Parent/Guardian is required complete Boxes #8, 9 &10 of the LF.

	Completion of the OEL-VPK03S also referred to as the VPK Short Form (SF):
	 A VPK child’s Parent/Guardian is required complete Boxes #6, 7 & 8 of the SF.


