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Fiscal Year 2025-26
Program Update #1- Update to Attendance Record and Submission of
Attendance Records Policy

What is happening?

CDA’s Attendance Record and Submission of Attendance Records Policy have been
updated in accordance with Welfare and Institutions Code (WIC) 10227.5. To read the full
attendance records policy, click

What is changing in these policies?

Effective with JULY 2026 attendance records, CDA will only accept original and complete
records for reimbursement. Attendance records that are incomplete (i.e., missing
signatures, times in and/or out of care, etc.) will be returned to the child care provider as
non-payable.

What is a complete attendance record?
For a monthly attendance record to be considered complete and accepted for
reimbursement it MUST include:

e The name of the child receiving services (pre-populated on CDA attendance
records).

e Thedates and actual times child care was provided each day, including the time the
child entered and the time the child left for care each day (including in and out times
when children attend school). This information shall be documented on a daily basis.

e Signature of the parent or guardian under penalty of perjury, attesting that the
child’s attendance is reflected accurately.

e Signature of the child care provider under penalty of perjury, attesting that the
child’s attendance is reflected accurately.

Note: these same requirements apply to attendance records completed digitally through the
CareConnect Provider portal.

What are considered actual times child care was provided each day?

Actual times are the exact time a child physically enters and leaves the child care program.
Times should not be rounded up or down and must never be entered as the hours of
certified need. If a child is absent for the day, the parent or provider should notate the
reason for absence (example: holiday, vacations, illness, and school breaks) to avoid the
attendance record appearing incomplete and being returned.
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What if an attendance record is submitted missing times in and out for one day or a
signature?

Any missing information will deem the month’s attendance record incomplete. Records
that are incomplete will be returned to the child care provider as non-payable.

If | have an attendance record returned as non-payable, how can | get it reimbursed?
CDA will only reimburse original and complete attendance records, whether printed or
submitted digitally through CareConnect Provider portal. If CDA returns an attendance
record as non-payable, you may complete the missing information, such as obtaining a
parent’s signature, and resubmit the original completed record for reimbursement.

Printed attendance records must be completed and resubmitted in their original printed
format. Attendance records submitted digitally through CareConnect Provider portal will
be returned through the portal and must be completed and resubmitted through that same
portal.

When can | expect reimbursement for an attendance record, | resubmitted?
Resubmitted attendance records will be reimbursed within twenty-one (21) calendar days
of receipt of a complete attendance record. This means the twenty-one (21) calendar days
CDA has to process the reimbursement is based on when the resubmitted attendance
record is received.

Will | be able to continue to submit a photo of my attendance records for reimbursement?
Under this new policy, CDA will no longer accept photos, emailed attendance records, or
copies for reimbursement. CDA will only accept original completed attendance records,
either in printed format or submitted digitally through CareConnect Provider portal.

To read the full attendance records policy, click
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