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VPK OEL–03S also referred to as the VPK Short Form: 

Use of the VPK Short Form requires the use of Sign-in/Sign-Out Sheets (SISO). The 

VPK OEL-03S Form can be digitally created or printed. 

All fields highlighted on the VPK Short Form (as shown) Must be completed. 

#1-5 should be completed by VPK Provider prior Parent/Guardian signature. 

1. Child’s First – Middle – Last Name (As it appears on VPK COE - no nicknames)
2. Childs Date of Birth
3. Name of Provider or Public School
4. VPK Class (AF25, BF25, etc...)
5. Attendance month and year (example Aug 2025)

#6-8 should not be completed prior to a child’s last VPK instructional day of the month 
and no later than the third (3rd) ELC business day of the next month. 
6. Parent/Guardian should: Print their name
7. Parent/Guardian should: Write their Signature
8. Parent/Guardian should: Enter the date at the time they 

complete #6 & #7

Sign-in/Sign-Out Sheets are Required to be completed daily and must include the following: 
1. Provider Name
2. Child Name - as it appears on VPK COE - no nicknames
3. Attendance month and year (Aug 2025)
4. Date and Time In - Parent Signature
5. Date and Time Out - Parent Signature
6. Provider Signature and the date the provider verified the Sign In/Sign Out sheet

The VPK Short Form and SISO Sheets have the same due date as the VPK 
attendance roster and should be Uploaded into the Provider Portal to the Provider’s 
Document Library folder titled: Monthly VPK Long / Short Form & SISO. Please be 
sure to submit both VPK attendance and  VPK SF’s with SISO at the same time to 
avoid any delay in processing of and reimbursement of  the VPK attendance for the 
month.  

Please note: 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 are required to submit the last five (5) years of records to the Coalition if a 
provider’s contract becomes terminated for any reason.   
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