[image: image1.jpg]DASHHLL ¢ SOUTHSIDE FANLY DAY CARE
P

N CREATING A SENSE OF COMMUNLTY







CCMS Personnel Id: ……………………………….                                                  Educator Name: Zoe Nielsen                     Fortnight End: 10th September 2017

                                                                                                                        WEEK 1                                                                                                       WEEK 2

	Child’s Full Name:
John Smith

Enrol Id: 145JV98
School age (circle): yes/no


Absences Taken for the financial year including this attendance record. 42 in Total
Parent agreement of booked hours:
………………………………

	DATE
	MON

28/08
	TUES

29/08
	WED

30/08
	THUR

31/08
	FRI

01/09
	SAT

02/09
	SUN

03/09
	MON

04/09
	TUES

05/09
	WED

06/09
	THUR

07/09
	FRI

08/09
	SAT

09/09
	SUN

10/09
	No. of Children in Care in all Services:  (this includes siblings in before & after school care facilities)
Week 1:  2 Week 2: 2 
(So John Smith plus his brother in after school care = 2)

Parent’s Full Name: Debbie Smith
Parent’s Signature: (Parents must sign here)

	
	Start 

(This is the actual time that the child arrives in care)

	715
	
	
	800
	
	915
	
	715
	
	
	805
	
	A (child is away)
	
	

	
	Initial (in)

	ZN
	
	
	ZN
	
	ZN
	
	ZN
	
	
	ZN
	
	ZN
	
	

	
	End
(This is the actual time that the child leaves care)

	315
	
	
	200
	
	430
	
	500
	
	
	530
	
	
	
	

	
	Initial (out)
	ZN
	
	
	ZN
	
	ZN
	
	ZN
	
	
	ZN
	
	
	
	
	
	
	
	

	
	Actual Hours
	8
	
	
	6
	
	7.25
	
	9.5
	
	
	9
	
	
	
	
	Contract Hours 
	Total

Fee
	Levy
	Eligible Fee

	
	Contract Start

(this is what is recorded on the contract)
	7:00
	
	
	8:00
	
	9:00
	
	7:00
	
	
	8:00
	
	9:00
	
	Week 1
	(Total contract hours added up for the week) 26.5

26.5


	Your hourly rate x total contract hours 
	Scheme levy (1.40) x contract hours
	Total Fee + Levy

	(Parents Must Sign here)
	Contract End
(These are the hours you will be paid for)

	4:00
	
	
	5:30
	
	5:00
	
	5:00

ZN
	
	
	5:30
	
	5:00
	
	Week 2
	27.5 (more due to over time on Mon 04/09)
	If you’re hourly rate is $7.00. It would be 7 x 27.5 = $192.50
	So 1.40 x 27.5 = $38.50
	So 192.50 + 38.50 = $231.00



PLEASE NOTE:
* Parents MUST sign in at the actual time they arrive in care and sign out at the actual time they leave care - not what the booked hours are 

*As you can see on Monday 04/09 the child left at 5pm instead of 4pm (an hour later) as mum was caught in traffic. If this happen you can cross out the contract end time and put in the new time and ensure that the parents initials  it to say they agree to be charged the extra time. This is only for once of occasions. If it were to be a permanent change or a parent regularly picks up late then you will need to create a variation to contract form.

Daisy Hill and Southside Family Day Care Service


104 Chatswood Road, Daisy Hill, 4127


Ph: 07 3208 0463


Approved Provider ABN: 71808410271


Service CCB Approval ID:  4-Y6VO0J








SAMPLE ATTENDANCE RECORD











To the best of my knowledge the above information is true and correct.





Educator signature: (You sign here).











It is an offence under the Crimes Act to provide false or misleading information.


Parents/guardians/authorised persons are to record and initial child’s arrival and departure time daily certifying attendance at FDC. Absences including public holidays must be initialled for CCB payment. The receipt issued is verification of the parent payment.








LEGEND:


A – Absence


RDO – Roster Day off - Approved Documentation Required


EU – Educator Unavailable


A – Public Holiday











